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_ PENTAGON FILES. Clerk seeking data 
in Army's Personnel Records Section at 
Pentagon, Washington, D. C. (See 
page 5). 
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Commercial Office Equipment 


“For Better Business Living” 


INVINCIBLE METAL FURNITURE CO., Manitowoc, Wis. 
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Anotter TBM Pur... 


ELECTRIC DECIMAL TABULATION! 


; © $1,300,000.00 $ 
(116,000.00) 
400, 000°.00 


1, 584,000.00 
; 300, 000.00 


$2,112,000.00 
——————_——=_ 


Here it is! IBM Electric Decimal Tabula- 
tion! Statistical typing is now as simple and 
fast as straight typing. Columns of figures 
from hundreds of millions down to cents can 
be typed more quickly and easily. 

All the typist does is read the figure, 
touch a tab key, list the amount. Thousands 


&| edtiie [ypewriters = 


$ 172,500. 


$ 500,000. 
$ 672,500. 


00 $ 250,000.00 


500,000 .00 
151,750.00 


901,750.00 


12 000.00 $1,574,250 .00 


of extra motions are saved every day. The 
result is less expenditure of energy, less ex- 
penditure of money and time. 

Hundreds of these machines are now in 
use across the country. Increasing deliveries 
are being made as rapidly as quality pro- 
duction permits. 


IBM, Dept. MG-2 


590 Madison Ave., New York 22, N. Y. 


Please send me your booklet on 
Electric Decimal Tabulation. 


mn , — 
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The Lint-Free Stamp Pad that inks perfectly 
with only the slightest touch of stamp to pad. 


ign 
itr, 


EW- YPE Stamp Pad 


jr .00 Retail Value) 


chase of one other stamp pad at $1.00 


If you use stamp pads in your office, here’s a remarkable 
opportunity to try the new type pad that’s lint-free, 
noiseless and effortless to use. 

Sanford’'s revolutionary new stamp pad of micro-cellular 
rubber eliminates noise and wrist strain because it inks 
stamps perfectly at the slightest touch. When you use 

this new all-rubber stamp pad, even the smallest type makes 
a clear and readable impression because the stamping 
surface is utterly free of lint. And this amazing new 
stamp pad—which outlasts several ordinary stamp pads— 
inks more uniformly than ordinary stamp pads 

since every pad contains 38,000 micro-cellular 

ink reservoirs. Best of all, unlike traditional pads, this 
pad can be used immediately after re-inking. 


Accept $2.00 Value for $1.00 


Solely to acquaint you with this new development we 
make a remarkable offer. Buy one of these amazing new 
stamp pads at the regular price of $1.00 and we'll buy 
one additional $1.00 pad for you. Act today while this 
remarkable offer lasts. Send $1.00 for one Sanford 

stamp pad now and receive a second $1.00 pad as our gift 
to you. (Only one gift pad to an office. ) 


Be Sure to Specify Color 
CO Red 0 Blue 


D Black CD Green (If you want two colors, 


check both.) 


DD Violet (C) Un-inked 
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SANFORD INK COMPANY, Bellwood, Illinois 
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Office 
Management 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


*““Make a Copy!” 


THIS most frequent of ofhce com- 
mands is coming in for a great deal 
of critical scrutiny these days. Filing 
is a basic office activity, and whether 
it be a clerk in the basement of the 
Pentagon looking up something in the 
Army’s records, or the boss himself of 
a small office trying to find out what 
he said in that lettter he wrote two 
weeks ago, there is an investment 
of money and labor involved. 


With office costs on the rise all the 
time, management people should be 
more insistent on careful supervision 
of the making and filing of records. 


Recently, Dr. Luther Gulick, ex- 
ecutive director of the New York 
Mayor’s Committee on Management 
Survey, announced that New York 
City has just finished checking on the 
number of copies it makes of its corre- 
spondence and records, and on the 
use and disposal of these copies. A 
first result of the survey has been a 
big reduction in the number of copies 
made and filed, without any damage 
to the efficiency of the city offices. 


Member of Audit 
Bureau of Circulations 


Member of 
Associated Business Publications 


M. A. Geyer, President; Donald McAllister, 
Vice-President and General Manager; Thomas V. 
Murphy, Editor; Hugh Ward, Advertising Direc- 
tor; John M. Smythe, Midwest Manager; Hes- 
kett K. Darby, Raffaela Pastore, Alistair P. 
Masson, Alvin M. Hattal, Robert F. Finegan, 
Associate Editors. 


Advertising Staff, New York: James E. Neary, 
Jr., Eastern Manager; Fred Steinhilber, William 
H. Hasbrouck, Jr., Charles B. Rosengren, Ber- 
nard E. Neary. Circulation: M. T. Weeks, 
Manager. Production Department: James 
Quirk, Manager; Milton Sharon, Assistant Mana- 
ger. Art Director: Joseph Hochfeld. 


By C. I. Keelan 
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Now | put my 
best foot 
forward 


I never thought that the appearance of my office mattered very 
much; but one day a Security dealer . . . very nice fellow, by 
the way ... convinced me to buy just one CRESTLINE Desk 
and watch the results. Last month one of my: best clients re- 
marked: “Say, Jim, very nice office . . . mighty pleasant place 
to do business.” Now our whole office is equipped with CREST- 
LINE. Putting your best foot forward pays dividends . . . and 
your best foot office-wise is CRESTLINE. 


SECURITY STEEL EQUIPMENT CORP. 
reece es. | Baw. 8 8 eae 
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BOOKS AND PAMPHLETS 


Price Controls, a 200-page policy 
manual for business executives, ac- 
countants, and others affected by cur- 
rent price control regulations, has been 
published by Business Reports, Inc., 
225 West 34th St., New York. Dr. 
Julius Hirsch, chief economic consult- 
ant to OPA in World War II, and 
William J. Casey, member of the New 
York Bar, are the authors. 


Emphasis in the manual is placed on 
how accounting records, economic 
data and operating figures on industry 
may be found, organized, and used in 
working out a livable price ceiling. Dr. 
Hirsch and Mr. Casey offer specific 
recommendations and working aids on 
adaptation of accounting records to 
give information necessary to price 
properly, to seek adjustments and re- 
lief, and to demonstrate compliance 
with price controls. The authors also 
spell out what can and cannot be done 
in modifying cash and quantity dis- 
counts, credit terms, and service and 
trade-in features. 

Special filled-in-forms, worksheets, 
and other inserts are featured. These 
include advice on how to use industry 
figures and economic data, and how to 
get price and economic data on specific 
industries. The manual contains a 
specimen petition for relief from hard- 
ship. Manufacturers, particularly, will 
be interested in a special worksheet 
section for determining price factors 
under CPR 22. 

To permit removal and replacement 
of its worksheet and insert sections, 
the manual is in loose leaf form, and 
comes in a three-ring binder. It is 
priced at $12.50. 

Dr. Hirsch is the author of Price 
Control in the War Economy (1943) 
and Standard Figures for Industry 
Mr. Casey wrote extensively on price 
controls while chairman of the board 
of editors of the Research Institute 
of America. He recently collaborated 
with J. K. Lasser on a policy manual 
entitled Tax Planning on Excess Prof- 
its, a book also published by Business 
Reports, Inc. 


Color Is How You Light It, is a 
new book which will enable architects, 
designers, engineers, and industrialists 
to predict how a color will look under 
any one of the eight colors of white 
light now available. The 24-page book 
is produced by Sylvania Electric Prod- 
ucts, Inc. 

According to Winonah Murphy, 
Sylvania’s color expert, who super- 


| vised the work on the book, this edi- 


tion is an expanded and improved 
version of the original introduced by 
the company two years ago, and for 
which there have been more than 
30,000 requests. This second edition 
includes analyses of the two new de- 
luxe colors of fluorescent white light 


(To page 8) 
July, 1951 
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How much are your 
*15,000-A-Year Men Wort 


on HOT MUG 


Shuts out noise. -- 
Filters out dust, dirt, 


and pollen... 


No alterations, 
No ducts, No wiring, 
No water connections 


July, 1951 


Cools... Dehumidifies... 


days ? 


You lose money when an executive's 
ability to concentrate . .. to make decisions 
...is lowered by steamy, sweltering weath- 
er. You can install a Fedders Room Air 
Conditioner overnight, and make an office 
cool and comfortable at less than the cost of 
a good desk and chair! 


A Fedders unit fits in the window, 
plugs in like a radio. A complete, com- 
pact system of electrically refrigerated air 
conditioning, it cools and dehumidifies 
hot, moisture-soaked air. Filters out dust 
and dirt... keeps offices cleaner, reduces 
housekeeping costs. Keeps out pollen and 
other air-borne allergies. Start planning 
now for a happier, more productive sum- 
mer, with Fedders Room Air Conditioners! 


FEDDERS-QUIGAN CORPORATION 
Dept. oM-4, Buffalo 7, N. Y. 


Please send me your interesting 12-page illustrated booklet on Fedders Room 
Air Conditioners plus full specifications and installation data. 


Name 


Address 
City State. 
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BOOKS AND PAMPHLETS 


(From page 6) j 
perfected since publication of the first 
Sylvania color and light book. 

To complete analyses of the eight 
light sources and their effects on forty 
colors, Miss Murphy and her staff 
conducted hundreds of tests. As a re- 
sult of these tests the book is expected 
to be of assistance to people concerned 
with the selection of lighting and the > 
coordination of light and color. 

Colors in the new book are sepa- 
rated into five groups of eight colors 
each, according to the light under | 


For more than 15 years, American Lithofold 
has provided the nation’s leading industries with efficient, 
labor saving forms. American Lithofold “Planned” Business 
Forms simplify and speed the flow of work, eliminate 
non-productive “form-writing” and reduce labor costs appreciably. 


which they appear most favorable. 
“It is not always desirable to show 
a color in its most vivid and lively 
capacity,” the book states. “Some- 
times in decorative and design work 
with colors, a softer, more subtle effect 
is required, so that the light to choose 
is one which does the most satisfac- 
tory job on all of the color combina- 
tions used rather than one which 
emphasizes only one or two colors.” 
In some instances, the study re- 
ports, it was found that a color looks 
well under two light sources. One can 
be a warm tone; the other a cool tone. 
“Here, personal taste and the char- 
acter of the room or decorative project 
must determine the choice of light,” | 
the author states. ) 
White, Warmtone, DeLuxe Warm- 
tone, Soft White, DeLuxe Cool White, 
Standard Cool White, and Daylight 
fluorescent tubes were analyzed in ad- 
dition to the incandescent bulb. The 
book, which has a heavy lacquered 
cover and is designed to fit an 8% x 
ll-inch file, utilizes forty large color 


—- —— 


virement. 
__ 


CARBON LEAVED CARBON LEAVED HI- SPEED 


LITHOSET 


Easy to insert — deleave. 
Special binding deleaves 
all carbons with a single 
motion, Pre-punched to 
or 1 are i et 

Perfect alignment where 
handwriting is advisable. 


LITHOSTRIP 


Fits into the efficiency pro- 
gram of every department— 
shipping to advertising, 
sales to accounting. Fits 
typewriters and all fully 
automatic machines such as 
teletypes and tabulators. 


LITHOFOLD 


Used widely in trucking, 
railroad, airline industries; 
wherever mass, single-pur- 
pose forms (such as freight 
bills) are required. Can be 
supplied fully or partially 
interleaved. 


swatches in the Color Analysis section 
and includes material on light and 
color, color definitions, color applica- 
tions, the Correlation of Source and 
Surrounding Color, color psychology, 
and Color in Industry. 

Copies of the Sylvania book, No. 
FL-240, may be secured from the 


advertising department of the com- 
pany at 87 Union St., Salem, Mass., 
at 50 cents each. 


“4-STEP’” ANALYSIS AND RECOMMENDATION 


Covers all aspects; function, design, construction and 
cost of present and proposed forms. See for yourself 
how American Lithofold “Planned” Business Forms can 
increase your efficiency, boost output, reduce your 
company’s record-keeping costs. The “4-STEP” 
analysis is yours for the asking without obligation. 


MAIL THIS COUPON TODAY! 


AMERICAN LITHOFOLD CORPORATION 


Volume 4, No. 4, of Industrial Train- 
ing Abstracts, a 40-page booklet edited | 
by Roger M. Bellows, has been pub- 
lished by the Wayne University Press, | 
Wayne University, Detroit. 

Many of the topics discussed in this 
Spring edition of the quarterly maga- 


WRITE FOR zine are excerpts from published 


11 SAMPLES! 500 BITTNER STREET, ST. LOUIS 15, MISSOURI books, magazine articles, and papers 
Forms, used by ( SEND SAMPLES of “Planned” Forms you have pre- which have been presented before vari- 


firms similar to 
yours, will en- 
able you to see 
and judge for 
yourself how 
your company 
can save time 
and money in 


pared for others in the ous management organization meet- 
ings. In each case such pertinent in- 
formation as the author’s name, num- 
ber of pages, date of publication, and 


source, are provided for those who 


industry. 


( WE WOULD LIKE to have an obligation-free ‘“4-STEP” 
ANALYSIS of our business forms. 


COMPANY NAME 


fete Wee 5s  _ADDRESS. wish to make further use of the mate- 
ness operations. é rial. 

Samples fur- / 9 CITY. ZONE___STATE__ , ; 

nished without i This volume provides much informa- 
obligation. i SIGNATURE tion on training methods and evalua- 


tion; training relations; and related 


personnel methods. 


July, 1951 


: a ae GS 9 | +n ee - 2 Soe oe ee: fe 
ik aa E ; : 
<a ee 
psc ete ue. 
ee 
a: a ae a eee) ‘ 
- @ a 0) 
i - CUT YOUR RECORD-KEEPING COSTS ) 
« 2Y//0 
ps ae 
7s ss : f With : 4 oh, ae 
La = ae Rs : a : ee 
‘i Amenica 77, 
4 a a INESS FORMS 
. p” BUS 
es ae 
te 2 - 
"* _ —___ Three basic forms serve practically every business req 
i ie == eceseeen] == A i _ 
z= 2 — —  ——__- (aaa —— | 
‘i j = SSN SS 
‘3 , l <= | 
oe = SS ee 
ia a oe ee SES 
an = << —— XE = SS | 
et 
ey a 
ee ae 
2 7 | | | 
a 
; he See) 
a. 
- \Yau é 
a : 
pet ery gk 
* — ‘ is. g 
5 fa “he 
a) Ps 
Pe a | as ) 
‘3 = a 8 OFFICE MANAGEMENT AND EQUIPMENT Fs 
. ae 
e a : i : Z ae poe — ee, 
£ = ‘eG es 


TS 


e first 


eight 
forty 
staff 
a re- 
ected 
erned 
d the 


sepa- 
colors 
under 
le. 
show 
lively 
some- 
work 
effect 


y re- 
looks 
e can 
tone. 
char- 
oject 
ght,” 


arm- 
‘hite, 
light 
1 ad- 

The 
ered 
Ax 
-olor 
tion 

and 
lica- 


—— — 


BOOKS AND PAMPHLETS 


The Business Information Bureau 
of the Cleveland Public Library, 
Cleveland, O., publishes four to six 
times a year, a most informative bulle- 
tin which it calls Business Informa- 
tion Sources. Each issue is devoted to 
a subject of current concern to busi- 
ness and industry and contains a list of 
references to articles in print or films 
pertaining to that subject. 

The current issue, March-April, cov- 
ers the vital yet to many, confusing 
subject of Civil Defense Protection. 

Business Information Sources con- 
tains information on Civil Defense Or- 
ganizations (at both national and state 
levels); Plant Protection; Health Serv- 
ices; Safeguarding of Business Rec- 
ords, and many more valuable features. 

According to Miss Rose L. Vor- 
melker, head of the Bureau, subscrip- 
tions to the Bulletin may be entered 
for two years for $1—the mailing and 
handling charge. Information can be 
had from the Bureau direct, she adds, 


The Strange Case of the Seven- 
Sided Post Hole is the unusual title 
of a most unusual booklet issued by 
the American Standards Association, 
70 East 45th St., New York. 

Through the medium of clever car- | 
toons and text, the association, in this 
whimsical booklet, has tried to convey 
certain basic ideas about industrial, 
consumer, and safety standards. 


The ASA has tried to show why | 
and how standards are developed (in | 
this case with post-hole!), who bene- | 
fits from standards, and why they 
benefit. The association seeks to ex- | 
plain how voluntary standards arrived | 

at by all-parties-at-interest can largely | 
eliminate the need for federal regula- | 
tion, and it has tried to point up the 
truth that the citizens of the country, | 
who are its producers, consumers, and | 
distributors, are the best regulators of 
their own interests. 


The Wood Office Furniture Insti- 
tute, 730 Eleventh St., N.W., Wash- 
ington, D. C., has published a 16-page 
booklet written by Bill Wood, one 
called People Are More Important 
Than Anybody. Cleverly illustrated 
and written in a lightly humorous vein, 
the booklet gently chides some well- 
worn and perhaps antiquated ideas 
about people, offices, and, naturally, | 
office furniture. 

Mr. Wood states frankly that he has 
“written this story for the Wood Office 
Furniture Institute and also for office 
furniture dealers.” In doing so, how- 
ever, he has brought out several im- 
portant facts that should be of interest 
to anyone who may be contemplating 
the purchase of furniture for the office. 
And he has done it without the heavy 
hand sometimes wielded in creating 
sales brochures. 

Whether interested in buying furni- 


ture at the moment or not, readers will 
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“... best seat 
I ever sat on!” 


That’s the consensus of opinion among employers and 
employes, alike: Cosco “Finger-Lift” Office Chair is a 
better seat—a bigger value! Foam rubber-padded, re- 
volving “saddle” seat raises or lowers—quickly, easily 
and positively—to any height between 16” and 20”... 
backrest adjusts three ways. Durable, washable, vinyl 
plastic upholstery on seat and backrest in green, brown, 
maroon or gray; all-metal frame finished in gray, brown 
or olive green baked-on enamel, or chromium. Life-time 
lubricated, soft rubber casters, with ball bearing swivels. 
Ask for free demonstration at leading office equipment 


dealers. Or write for dealer’s name: Cosco, Dep:. O.M-7 


Columbus, Ind. 


Illustrated: Model 16-C, gray enamel finish. Aleo 16-D, brown 
enamel; 16-G, olive green enamel; 16-B, chromium. Retail prices 
about $29.95 to $31.95 (slightly higher in Florida, Texas and 
Western states). 


...most chair for the 
money I ever saw!” 


Posture Back 
adjusts 3 ways 


Ps 


4 sats ool mae 


a & 


Up and down for 
whe of backrest 


ma 


Tilts Seocty to 
“follow” the 


HAMILTON MANUFACTURING CORPORATION + COLUMBUS, INDIANA 
Mokers of COSCO Household Stools, Chairs and Utility Tables 
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HOLDS 40 TIMES 
MORE INK 


wh ORDINARY 
% cOUNTAIN PEN DEs | 
Choose your f 


own individual 
point style from the 


- world’s largest . Point 
“selection. instantly 
MEE renewable 
Fo, Peek in case of 
° "Ink-Locked” damage. 
against accidental 
‘spillage. Can't leak. - 
Won't flood. 
Base holds 


40 times more _ 
ink than regular — 
fountain pen desk | 
sets. Fill it once 
... Write for 
months. 


Choose the 
right point 4 
fortheway — 
YOU write. 


DESK PEN SET 


Here’s the set for YOU... Esterbrook 444... the 
desk pen set that lets you choose the precise point for 
your kind of writing . . . no matter what you write... 
or how you write it. Select your point and get a per- 
sonal demonstration at any pen counter. 


THE ESTERBROOK PEN COMPANY 
CAMDEN 1, NEW JERSEY 


COPYRIGHT 1951, THE ESTERBROOK PEN COMPANY 
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BOOKS AND PAMPHLETS 


(From page 9) 

definitely get a chuckle or two from 
Mr. Wood’s effort, especially those 
who, like the author, believe that 
People Are More Important Than 
Anybody. 

Copies of this booklet can be ob- 
tained by writing to the Institute di- 
rect. 


CATALOGS AND BROCHURES 


The F. W. Wakefield Brass Co., 
Vermilion, O., have published a 34- 
page, spirally-bound book replete with 
drawings, diagrams, architectural and 
engineering and other data about their 
luminous acoustical ceiling. The book 
covers the conception; principles; de- 
velopment; applications; construction 
methods, and other phases of the com- 
pany’s product. 

Wakefield’s ceiling, with optional 
acoustic controls, consists of trans- 
lucent sheets of corrugated acrylic 
plastic on baffle rails suspended from 
the fluorescent lighting channels which 
are mounted on the ceiling proper. 

The book has complete diagrams of 
structural and electrical systems, and 
points out the varied applications of 
the acoustical ceiling in offices and 
plants. 

Mail and package sorting tables, 
work benches, storage cabinets, key 
cabinets, bulletin boards, and other 
items constructed of kiln-dried hard- 
woods are described in a new folder, 
“Corbin Wood Products,” available 
from the Corbin Cabinet Lock, Wood 
Products Division, American Hard- 
ware Corp., New Britain, Conn. 


The products illustrated and describ- 
ed in the folder are offered for ship- 
ment knocked-down, complete with 
all hardware needed for re-assembly. 


Pitney-Bowes, Inc., Stamford, Conn., 
manufacturer of mailing and postage 
meter machines, has available a 20- 
page booklet entitled, “How to Help 
Your Post Office Help You.” 

Illustrated, the booklet is one of 
postal facts and mailing tips that can 
“save time and money in getting out 
daily letter mail, end-of-month state- 
ments or other periodic mailings, and 
parcel post.” 

Prepared in cooperation with the 
United States Post Office Department, 
the information in this booklet, says 
Pitney-Bowes, can aid in getting mail 
out of an office faster, out of the Post 
Office faster, and often delivered fast- 
er—at the same time saving money in 
overhead and postage expense. Many 
of the suggestions provided can be 
adopted without investing in new 
equipment, the company points out. 


(To page 11) 
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CATALOGS AND BROCHURES 


“Insulated Record Files Protect Rec- 
ords at the Point of Use,” is the title 
of a folder published by the Herring- 
Hall-Marvin Safe Co., Hamilton, O., 
and which is available without cost. It 
is designated as folder No. 180-010. 

The folder explains the endurance— 
explosion—impact tests to which sam- 
ples were subjected in order to qualify 
5 for the Underwriters Laboratories’ 
Class “C” (1-hour) Fire Insulated Safe 
label. 


Remington Rand Inc., 315 Fourth 
Ave., New York, has released a new 

brochure which it calls “Management 
| by Exception.” It describes a method 
whereby management men “can con- 
serve the time and talent they are now 
obliged to lavish on detail and routine 
operations.” 


The pamphlet, KD-v 3, describes 
H and illustrates Rem-Rand’s Kardex 
| visible files which enable a business- 
4 man to keep a visual chart of his busi- 


ness position “at his fingertips.” 


FILMS—VISUAL AIDS 


} To contribute today to the training 
of the business employee pool of to- 
morrow, Electric Typing Time, claim- 
ed to be the first full-color educational 
film in the typewriter industry, is now 
available from International Business 
Machines Corp., 590 Madison Ave., 
New York. The film is loaned, free of 
charge, to schools throughout the 
country, and employers also may show 
the film on the same basis. 

Produced for IBM by RKO-Pathe, 
Inc., the film “‘brings educators up to 
date on the trend toward electric type- 
writers in the business world.” 


Recently released by the manage- 
ment controls division of Remington 
Rand Inc., 315 Fourth Ave., New 
York, is a sound slide film which 
presents the company’s Record Sort 
Plan. Titled Record Sort, the film 
describes “the basic advantages” of the 
\ plan and is backed by photographs of 
the equipment in actual use. 

The Record Sort Plan, a procedure 
to summarize detailed information into 
fairly simple records and reports, em- 
phasizes “economy, speed, and sim- 
plicity.” The film accentuates the ap- 
plication of this plan to cost account- 
ing and the compilation of sales sta- 
tistics, through which “a quick and 
accurate job is accomplished without 
the necessity of either rewriting or 
proof-reading individual notations.” 

The film is available through both 
Remington Rand’s home and branch 
offices. Equipment for showing the 
| film may also be borrowed for group 
presentation, the company points out. 
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Only half done, sag 


yet my whole days , 
gone! 


That’s how it is when your typists 
have to use ordinary business forms. 
They work hard, sure, but waste 
half their time inserting carbons, 
aligning copies, recopying ... 

doing things they shouldn’t! 


UARCO 


Multi-Linkt Forms 
give you back this wasted time! 


They come ready to write. Carbons 
pre-set. Copies in right order. All 
aligned. Your girls just type—form 
after form from packs of 500 that 
feed themselves into the typewriters. 


Easy handling is another help: form 
units detach from the pack into con- 
venient E-Z-Out sets; carbons in place 
for later entries if needed. One quick 
motion deleaves them. Distribution 
is fast with copies for all, by color. 


Let Uarco Multi-Linkt Forms turn 
your half girls into one hundred per 
cent producers! A few minutes with a 
Uarco Representative will show you 
how they can. Call him. There’s no 
obligation, at all. 


UARCO 


Business Forms 


Factories: Chicago; Cleveland; Oakland; 
Deep River, Connecticut; Watseka, Illinois 


\ \\ 8 
SU Sales Representatives in All Principal Cities 


ASend for these time and money saving forms 
UARCO Incorporated 

Room 1620, 141 West Jackson Blvd. 
Chicago 4, Illino‘s 


Please send me, without charge, samples of 
UARCO Mulkti-Linkt Forms. 
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fedders 


" RESPONSIBI 


Medical, production and labor 
authorities recognize and ap- 
prove the importance of electric 
water coolers as essential to the 
health and efficiency of the new 
army of production workers. 


And Here’s How 
1. Cool, refreshing, appetizing drink- 
ing water is necessary to health. 
2. Accessibility saves time losses due 
to long walks and ‘‘down time” for 
a drink of water. 


3. Bottle and bubbler models avail- 
able for permanent and portable 
installations. 


4. Hermetically sealed refrigeration 
units lubricated for life. 


5. Fedders 5-year Protection Plan 
guarantees performance. 


ee ee ee 


Mail this Coupon to 


FEDDERS-QUIGAN 


Corporation 
Dept. OM-13 _57 Tonawanda St. 
Buffalo 7, N. Y. 


Kindly send spehontions of Fedders Electric 
Water Coolers to my personal attention. 


ART IMPORTANT IN 
ARMY CATALOG 


Pictorial art has become an integral 
feature in the U. S. Air Force Catalog 
and Coordinating Office, Supply Divi- 
sion, Air Materiel Command, in speed- 
ing up the Air Force portion of cata- 
loging approximately three million 
items in the Federal Supply Catalog 
System. 

Supply Catalog “reference” draw- 
ings and various other illustrative mat- 
ter are used by the Catalog and Co- 
ordinating Office in conjunction with 
description patterns in the preparation 
of uniform item descriptions which 
are published in the Federal Supply 
Catalog System. Under this System, 
each item of supply used, purchased, 
stocked, or distributed by the Govern- 
ment—military and civilian—will be 
identified under one name and descrip- 
tion, assigned only one Federal identi- 
fication number, and classified under a 
uniform commodity classification. The 
ultimate objective is a common supply 
language for use by more than sixty 
different military and civilian supply 
agencies in the Federal Government. 

Air Force supply catalog techni- 
cians, industry, and military and civil- 
ian agencies use the reference draw- 
ings as a visual guide in recognizing 
describable features of a supply item. 
The artist strives to produce repre- 
sentative information regarding the 
important descriptive features of re- 
lated supply items. 


MORE THAN A PICTURE 


The artist’s product is more than a 
pictorial representation only; it is a 
graphical language, with the aid of 
which a supply catalog technician may 
describe minutely the physical char- 
acteristics of a specific supply item. 

Describing the advantages of Supply 
Catalog reference drawings in the uni- 
form Federal Supply Catalog System, 
Colonel William M. Miles, Chief of 
the Air Force Catalog and Coordinat- 
ing Office, said that they are an ex- 
cellent method for presenting a series 
of quantitative facts quickly. He em- 
phasized that the statement, “it is 
easier to see than to think,’ meaning 
that with the majority of people the 
visual impression is the strongest form 
of appeal, expresses well the argu- 
ment for the need of such drawings 
in the Federal catalog system. 

“Illustrations and drawings consti- 
tute a powerful visual tool for com- 
putation, analysis of engineering data, 
and the presentation of supply item 
descriptions,” said the Colonel, add- 
ing that “cataloging activities have 
been accelerated so that the Depart- 
ment of National Defense can obtain 
maximum benefits at the earliest prac- 
ticable time in the current emergency.” 

Patterns used as a guide for uni- 
formly describing supply items require 
the presentation of specific informa- 
tion concerning the identifying fea- 
tures of each item. Often these char- 
acteristic features are colloquially 
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.. and opacity envelopes 


1 Envelope Terrace 
Worcester 4, Mass. 


Ssitty i Ofice Plansieg ee 
PLAN WITH CHART-PAK 


For easier and more efficient planning, 
CHART-PAK has developed new type office 
— and a new method of applying 

em. 


With the CHART-PAK METHOD, you can 
quickly make realistic layouts for preview 
with executives and employees. 


These new templates can be readily applied 
to any plan scaled '/,"" to |'. For the final 
plan you simply remove the backing and apply 
them without moistening—no fussy drawing, 
redrawing or gluing. 


A handy $12.50 kit contains over 400 die cut 
desks, file cases, utility pieces, etc. The utility 
templates may be used to indicate office or 
gig equipment for pieces as large as 84"" 
x a 


Send for free sample layout of minimum 
spacing for maximum space utilization. 


CHART-PAK, INC. 
104 Lincoln Ave., Stamford, Conn. 
“Originators of the CHART-PAK Method 


of Making Organization and Graphic Charts 
and Office Layouts’ 
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known by one term in the case of a 
given manufacturer, whereas an en- 
tirely different term may be applied 
by another manufacturer. 

For example, there is often one term 
that can be used for stating the same 
characteristics. In some cases, “height” 
also may be called “depth.” Other 
characteristics, such as certain shapes 
or dimensions may not have a definite 
name. In still other instances, charac- 
teristics such as contact arrangements 
for electrical switches or wiring ar- 
rangements do not lend themselves to 
description in words. 

Owing to these conditions, the pri- 
mary purpose of Supply Catalog refer- 
ence drawings is to establish a stand- 
ard to be used by all Government ac- 
tivities in the preparation of item 
descriptions, when the characteristics 
brought out by the drawing cannot 
be expressed readily by words only. 

Included among some of the types 
of characteristics which usually re- 
quire the use of Supply Catalog refer- 
ence drawings are style, design (shape, 
structure, or form), how dimensions 
should be taken, contact arrangements 
for items of electrical equipment, 
schematic diagrams, and mounting 
data. 


FOR EMPLOYEE 
IDENTIFICATION 


Identification tags similar to the 
famed “dog tags” supplied to Army 
and Air Force personnel are now 
available to employees of the nation’s 
utilities, civilian, and war production 
plants as well as to office workers 
and students. 

The Identification Division of the 
Bottlescope Mfg. Co., Lansdowne, Pa., 
offers a plan whereby the entire per- 
sonnel of a plant may be “tagged.” 
The Bottlescope company is bonded 


Dog tag for civilians 


against the possibility of employee 
lists ever being revealed to or used by 
outside sources, and duplicate copies 
of employees’ names and addresses are 
stored in the mountain section of 
Pennsylvania for safekeeping. 

The tags are of regulation Govern- 
ment size and are made of alloy metal. 


July, 1951 


IDEAS FOR SHIPPING ORDERS 


FASTER 


Paperwork Simplification 


Customer's name, full details, on req 


ANTICIPATING a rising volume of orders, a midwest 
furniture manufacturer welcomed the continuing service 
of Standard’s representative in re-study of a key record sys- 
tem—a system which itself had Rang 4 reduced the paper- 
work required” a few years before. The striking outcome 
of thorough A,B,C analysis, (outlined below) is fully de- 
scribed in PS. 18* ... 


A. Develop the best procedure. Tabulating department im- 
mediately originates order-booking, shipping & invoice 
forms, freeing Shipping of paperwork delays. 


B. Simplify the writing method. Shipping typist easily reop- 
erates tabulated 8-part Kant-Slip form on typewriter also 
equipped with pinfeed platen, to add several entries only. 


C. Design the most efficient form. Half the total number of 
copies written before, now convey information better. 


Paperwork Simplification is being directed today to helping 
our customers get the most out of their Standard Register 
systems. Representatives, analysts, form designers, service- 
men are re-examining systems . . . against today’s require- 
ments . . . with the above three basic objectives. 


* “PS.” ideas and information are available to all. Write 
for recent issues of Paperwork Simplification magazine. 
The Standard Register Co., 4307 Campbell St., Dayton 1, 
Ohio. 


aligning devices: 
THE REGISTRATOR 
PLATEN 


AUTOMATIC LINE 
FINDER 
Advances form into 
new writing i 

in one motion 


DUAL FEED 
Registers 2 different 
forms for 1 continu- 


ous typing operation 


BURSTER-IMPRINTERS. 
Sign, date, number, 
trim, tear off, stack 
Kant-Slip forms 


FORM-FLOW 
REGISTERS 
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SHORTEST 


DISTANCE 
between 


MANY points! 


Today Business and Industry are faced 
with the necessity of supplying more pro- 
duction, faster, more efficient service— 
im spite of manpower and material short- 
ages!...It means that every department 
—every executive— must operate at peak 


SAVE MANPOWER 


SELECT-O-PHONE helps companies to 
get the most service out of every man 
employed. Yet SELECT-O-PHONE requires 
no operating personnel— it is automatic! 
It saves time, saves steps, saves errors! 


SPEED PRODUCTION 


SELECT-O-PHONE has definitely proved 
its worth in cutting costs and increasing 
production for thousands of users from 
coast to coast! It saves time, saves steps, 
saves errors! 


EXPEDITE ORDERS 


SELECT-O-PHONE helps increase ma- 
terial flow—helps get materials dis- 
tributed, helps get finished products 
shipped after they have been made. It 
Saves time, saves steps, saves errors! 


TAKE THE LOAD OFF OF 
YOUR SWITCHBOARD 


SELECT-O-PHONE is independent of your 
city telephone system—has no connec- 
tion with your switchboard. It permits 
you to talk privately—and instantly — 
to from one to fifty-five stations, either 
individually or collectively. It turns ideas 
into action! . . . GET THE FACTS! SEND 
THE COUPON BELOW TODAY FOR IN- 
FORMATION THAT WILL OPEN YOUR 


KELLOGG 
Select 9-Phone, 


THE /9S5/0€ VOICE OF BUSINESS 


eee tet ae 


4 SELECT-O-PHONE Division, Dept. 17-6 1 
§ KELLOGG SWITCHBOARD AND SUPPLY COMPANY i 
4 6650 S. Cicero Ave., Chicago, Illinois. i 
1 Please send me information as to how SELECT-O- 1 
4 PHONE will save time, save steps, save errors! ' 
; Name ' 
4 Firm 4 

L} 
1 Street. 1 
: City. Zone___ State. ; 
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OFFICE CENTER IN ALBANY 
URGED 


A long-range master plan for a 
special authority to construct and 
operate an $80,000,000 state office 
center in Albany, N. Y., was proposed 
recently by Bertram D. Tallamy, Pub- 
lic Works Superintendent, says the 
New York Times. 


The proposal for the campus-type 
development, which would house thir- 
ty-two units of government now occu- 
pying state-owned and leased office 
space, was submitted to Assembly 
Speaker Oswald D. Heck, chairman of 
the State Commission on Building 
and Development. The center would 
consist of thirteen buildings on a 353- 
acre site already acquired by the State. 

The proposed development was de- 
scribed by Mr. Tallamy as the only 
practical answer to the increasing cost 
and scarcity of privately owned office 
space. He said that the State would 
spend $1,800,500 in 1951 to lease space 
for its growing agencies, and that this 
figure would rise to $2,916,000 in 1956. 

Mr. Heck is expected to submit the 
proposals to the other members of the 
bi-partisan building commission for a 
decision on whether initial legislative 
action should be taken in 1952. 

While not a part of the proposed 
State office building program, the 
master plan and report indicated that 
a part of the tract “would be suitable 
in many respects for the eventual con- 
struction of a new executive man- 
sion.” The site also was said to be 
“particularly adaptable for the func- 
tioning of a large auditorium.” 

The development site is about three 
miles northwest of the State Capitol. 
The master plan would permit a 100% 
expansion over present office require- 
ments, with a total gross area of 
2,053,000 square feet. 

Mr. Tallamy said that the annual 
cost of the center, based on a thirty- 
year amortization plan, would total 
$8,127,000, consisting of $4,600,000 for 
maintenance and operation and $3,527,- 
000 for interest and amortization. This 
yearly outlay breaks down into $3.53 
a square foot of space, as compared 
with a projected $2.22 a square foot for 
leased space in 1956. 

Mr. Tallamy stressed, however, that 
the estimates did not portray “the 
tremendous savings to the State which 
will be produced by increased effi- 
ciency when the activities of the vari- 
ous departments are centralized.” 

He also emphasized that the proj- 
ect was of a long-range character, 
and that after the amortization period, 
the over-all cost would be reduced to 
depreciation, operation, and mainte- 
nance, which should “compare very 
favorably indeed with even present- 
day expenditures.” 


47,000 SHEETS OF PAPER 


The vice-president of a large com- 
pany operating many sales branches 
became curious as to just what was 
going out to the branches from the 
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How to have ~ 
an efficient — 
MAIL ROOM 


for only < 
few dollars 


Send for this illustrated catalog today! 


Corbin Mail Handling Equipment is used 
in the majority of post offices throughout 
the country . . . it is speeding up the mail 
sorting operation in mail rooms of many 
nationally-known business firms, schools 
and hospitals. 

You, too,can have efficient Corbin Mail 
Handling Equipment in your office. You 
get equipment that is sturdily and attrac- 
tively made from selected hardwoods. 
You get the benefit of our years of expe- 
rience, because we will gladly help you 
choose equipment that meets your needs 
exactly. Yet, the cost is surprisingly low! 

For more complete details on Corbin 
Mail Handling Equipment and other low- 
cost Corbin wood products, write today 
for our new illustrated catalog! There is 
no obligation, of course. 
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Corbin Cabinet Lock — Wood Products Division 
The American Hardware Corporation 
New Britain, Conn. 


Please send me your new illustrated catalog of 


Corbin Mall Handling Equipment and other 
Corbin Wood Products. 


Address 


Rn csendsancpenereninentenenall 
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(From page 14) 

home office in the way of instruc- 
tions, bulletins, reports, pep-sheets, 
and what-not. So he made arrange- 
ments to have his name placed on the 
list of every department sending print- 
ed or mimeographed material to the 
field. His secretary was instructed to 
store these mailings. 

At the end of a year he had accumu- 
lated a mountain of mail, which he 
had sorted, counted, and analyzed. To 
his astonishment he discovered that 
the company’s branch managers had 
received more than 47,000 sheets of 
paper, which they were supposed to 
have read and digested, and acted up- 
on in many instances. To have done 
so conscientiously would have taken 
most of their working hours, the exec- 
utive figured. 

Needless to say, today these men 
have been relieved of a considerable 
portion of this burden of home-office 
mail. 

It might be wholesome for many 
other business organizations if some 
officer would carry out the same kind 
of an empirical research. 

Reprinted from Management Briefs 


SUCCESSFUL "SERMON 
FOR SALESMEN" 


The “ever-present problem of how 
to inspire their sales staffs to go out 
and bring in the orders,” is one that 
is shared by many sales managers, 
says the Travelers Insurance Co., 
Hartford, Conn. 

That organization has had, for al- 
most fifty years, a “successful sales- 
man stinger’—a simple but effective 
poster which bears the legend, “The 
Bee that gets the Honey doesn’t hang 
around the Hive.” 

This poster, first hung in the offices 
of many a concern whose wares were 
sold by drummers, has since graduated 
to the offices of sales managers who 
utilize it as a tactful reminder to their 
salesmen. 

“Today,” says the Travelers com- 
pany, “salesmanship may be both an 
art and a science but the truth on the 
poster is still gospel for the man who 
lives by selling.” 

The posters are being made avail- 
able free of charge to anyone and 
everyone connected with selling in all 
its aspects. Supply of the 10% x 13%- 
inch posters is limited, the company 
says, but copies will be sent to those 
writing to the company’s publicity de- 
partment in Hartford. 


ACOUSTICAL RESEARCH 
ADVANCES 


An extensive research program to 
determine the uses, proper testing, and 
properties of acoustical materials was 
announced recently by Wallace Water- 
fall, executive secretary of the Acou- 
stical Materials Association, 9 Rocke- 
feller Plaza, New York. According to 
him, research projects are now under 
way at three different research centers 
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in the country and these projects now 
constitute about 30% of the associa- 
tion’s current activities. 

At the present time, a three-year 
research program is being sponsored 
at the Armour Research Foundation, 
Chicago, to determine more accurate 
means of measuring the sound absorb- 
tivity of acoustical materials, Mr. 
Waterfall stated. Arrangements also 
have been completed with the Armour 
Foundation to set up test equipment 
for obtaining fire resistance and light 
reflection data on all products pro- 
duced by members of the association. 

A Fellowship has been maintained 
for several years at the Acoustics 
Laboratory of Massachusetts Institute 
of Technology by AMA. From this 


work have come a number of important 

contributions to the technical literature 
on acoustics and still further data on 
the design and testing of acoustical 
materials is in immediate prospect. 

At Factory Mutual Laboratories in 
Boston, safety tests are in progress 
which are intended to furnish data 
needed to help determine the relation- 
ship between safety and flame spread 
or combustibility of several interior 
finish materials. 

The primary purpose of the associa- 
tion, according to Mr. Waterfall, is to 
establish procedure whereby architects 
and others may be supplied with reli- 
able data on the acoustical efficiency 
and other physical properties of archi- 
tectural acoustical materials. 


requirements. 


FREE LINE-A-TIME 


before 
your eyes 


INE-A-TIME 
COPYHOLDER 


Every day, in more and more busy offices, Remington Rand’s new 
Line-a-time wins high praise by speeding typed work... increas- 
ing office output to keep pace with “snowballing” production line 


Name 
BROCHURE — Firm_ ioe 
YOURS FOR Address__._ > 
THE ASKING! City 


Remington Rand Business Machines & Supplies Division 

Room 2152, 315 Fourth’ Avenue, New York 10, N. Y. 

(J Please send me folder RSL 212 on the New Line-a-time 
copyholder for faster, easier, more accurate typing. 

( Please arrange for a demonstration of the New Line-a-time 
in my office—no obligation, of course. 


The new Line-a-time is packed with features for faster, easier, 
more accurate transcribing. It assures correct, forward, “right 
before your eyes” reading. The exclusive Trans-vue line guide 
indicates the line being copied and also lets the typist see several 
lines ahead to spot copy changes. The new Space-celector adjusts 
instantly for single, double or “free-wheeling” spacing. The ex- 
clusive “no fumbling” Turn-a-page Pocket makes pages easier to 
turn and hold in position. And Line-a-time is Light-Conditioned 
—a twist of the knob sets copy at the right reading angle for 
maximum lighting and readability. 

Join the fast growing ranks of thoughtful executives who have 
increased typing production measurably in their offices with the 
new Line-a-time! 
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Management 


WITH THE OCTOBER ISSUE OF 


Office 


D EQUIPMENT | 
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Featuring: 


MANPOWER ... MACHINES .. . METHODS 
to help industry and government get better production — faster! 


This show—and consequently this issue of OFFICE MANAGEMENT & EQUIPMENT will be of vital 
iemportance to every executive who is sesponsible for the office management and buying of equipment and 
supplies for his firm. 


That's Smeg whether they exhibit at the show or not, will want to make certain that their 
message, their products and company, are well re resented in this timely issue. It’s a pre-show, during- 
the-show, and post-show issue that promises to read—-re-read and acted upon by those in a position 
to dictate the changes of office managemen:; especially where it involves expansion, rearranging and 
enlarging office space and revising procedure. 


Use this most direct means of reaching this highly specialized and concentrated audience ef office man- 
agement executives—those who have come to depend on OFFICE MANAGEMENT & EQUIPMENT as 
their most.authoritative, concise and practical monthly guide to better office management and modern, 
equipment, These pages reach_a 100% interested a@udience of 10,000 presidents, general managers, 
treasurers, comptroliers, purchasing agents, office managers, accountasts, auditors, methods supervisors, 
chief. cl and-other influential business directors—at a cost per reader way below that of any other 
specialized business publication—and with absolutely no waste circulation. 


OFFICE MANAGEMENT & EQUIPMENT will cooperate in s with advertisers ... bel 
your campaign and save costs all along the ‘ine. Write for jurther details . — 


Forms for the October Issue close Sptember 10th. Reserve space now—send copy later! 
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LIGHTING KNOWLEDGE 
WORTH MONEY 

First details of the recently an- 
nounced 1952 $2500 Merit Award Com- 
petition, sponsored by the 4th Inter- 
national Lighting Exposition, were re- 
leased this month by G. T. Morrow, 
chairman of the committee. “The pur- 
pose and objective of the competition 
as well as the 4th International Light- 
ing Exposition, to be held in Cleve- 
land, May 6th-9th, 1952, is to help 
mobilize lighting knowledge for a 
stronger America from the standpoint 
of the latest equipment, installation 
methods, and application techniques.” 

The competition affords an oppor- 
tunity to receive the industry’s high- 
est recognition for outstanding light- 
ing installations with 25 Gold Seal 
Awards and additional Merit Award 
Certificates, and also an opportunity 
for successful entries to be exhibited 
in the Court of Honor at the Show. 

Inviting all to enter, and help “Mo- 
bilize Lighting Knowledge to Advance 
America’s Welfare,” the chairman 
urged prompt application for official 
entry blanks which are now available 
to electrical contractors, utility light- 
ing and power representatives, elec- 
trical distributors’ lighting specialists 
and salesmen, architects and consult- 
ing engineers, and owners and users 
of industrial and commercial lighting. 

Requests for application blanks and 
copies of official rule booklets should 
be addressed to Merit Award Compe- 
tition, 4th International Lighting Ex- 
position and Conference, 326 West 
Madison St., Chicago. 


ACCOUNTING LITERATURE 
HONORED 

In recognition of the “most out- 
standing contributions made to the 
literature of industrial accounting dur- 
ing the past year, the National As- 
sociation of Cost Accountants an- 
nounced recently the award of the 
Lybrand Gold Medal to Frank Z. Oles, 
supervisor of budgets and reports of 
the Davison Chemical Corp., Balti- 
more, and the Lybrand Silver Medal 
to I. Wayne Keller, assistant con- 
troller of the Armstrong Cork Co. 

The awards were presented June 
27th at the NACA annual dinner at 
the Palmer House, Chicago, held in 
conjunction with the group’s 32nd an- 
nual international cost conference. 

The medals and twenty-five certifi- 
cates of merit are provided annually 
by the partners of the firm of Lybrand, 
Ross Bros. & Montgomery, in recog- 
nition of the thirty-one years of service 
of William M. Lybrand on behalf of 
the NACA and of his interest in en- 
couraging the preparation of “signifi- 
cant contributions to industrial ac- 
counting literature.” ; 

The Lybrand award to Mr. Oles was 
in recognition of his “outstanding” 
case study on the subject of Budgetary 
Control (A Case Study). I. Wayne 
Keller was honored as the author of 
a paper entitled Developing Up-to-the- 
Minute Costs for Management Plan- 
ning. 
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( OMmmerceé 


by Imperial 


Looking for rugged, well-designed office furniture at a modest 
price? Then look no further than your Imperial dealer because the 
Commerce Line is just what you ordered. This sturdy, attractive line 
of office furniture contains many of the time-saving, work-saving 
advantages that you would expect to find only in much more expensive 
desks. Stop in today at your nearest Imperial dealer and ask to see 


the economical Commerce Line. 


Need More Space? 


Imperial’s Office Planning 

Guide will help you “find” 

it. Send 10c today for the 

complete kit — floor plan, 

Member cut-outs, deco- 
rating advice, 
etc. 


72” ADDRESS 
Sa HT QUICK! | 


Amazing addresser —so 
/ easy and rapid to use—no 
: set-up time, gets mail out 
to your lists promptly at 
unbelievable low cost of 6c 
per 1,000 names. Addresses 
; Be tags, cards, labels, envelopes 
ise 2 of any size in a single, swift 
one-hand motion. Mailing 
lists easily prepared on 
paper tape by typewriter 
or pencil...uses no messy 
inks, ribbons or plates. 


f 
; 


If unavailable at your Station- 
ery or Office Supply Dealer— 


mail coupon today. Satisfactior is 
guaranteed or money back. 
Reina 


Fast and economical, 

this portable “printing 
plant" makes perfect 
advertising announcement 
cards —also prints on 
cartons, envelopes, 

labels, price cards, ruled 
forms, etc. at amazing 
low cost of only a few 
cents per 1,000 im- 


handwritten or with 
drawings. New design 
assures perfect registra- 
tion and eliminates 
off-set and smudging. 


: ee 3° = : pressions. Automatically 
ADDRESSER inked . . . uses inexpen- 
3 , s sive stencils; typed, 


PRINTER 
$1095 Complete with Suppli 
Packed in handy storage case 


SS ae | 


MAIL COUPON TO ADDRESS BELOW 
(0 Send literature and name of nearest dealer. 
[} Ship | Model 60 PRINTER postpaid at $10.95 
[) Ship | Model lOOADDRESSER postpaid at $10.95 
[] Check or money order enclosed () Send C.O.D. 
Name 
Address 


cased Cit 
THE HEYER CORPORATION, 1848 S. KOSTNER AVE., CHICAGO - : 
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The Best Friend 
A File Girl Ever Had! 


Busy office people are discovering that 
sturdy Steel Age files are real time-saving 
friends these busy days. Filing’s fast, 
smooth and almost effortless because even 
fully-loaded drawer glides open easily . . . 
all the way .. . on eight jewel-like ball 
bearings. And Steel Age files are built 
to last! 

Today we’re doing our best to meet the 
record-breaking demand for Steel Age 
equipment, but at times the defense- 
shortened supply of metals does not per- 


mit us to make deliveries as promptly as 
formerly. Although deliveries may be de- 
layed, there’s nothing uncertain about 
Steel Age quality. You can be sure that 
every new Steel Age file will meet the same 
high standard that has made people every- 
where say, “‘Buy Steel Age and you buy 
the finest in steel office furniture!” 


MANDEACHERNG: CORPORATION 
SIR PENNA. er oe 
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AND EQUIPMENT 
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A phase of office absences 


GOD BLESS YOU! And if it isn’t just dust and you really have a cold coming 
on, please stay home tomorrow, and don’t spread your cold all around the office! 


These days there are no bosses so stupid or cruel as to make you work when 
you are ill, endangering yourself and your fellow employees. But perhaps you are 
one of those people—there are some in every office—who for one reason or an- 
other work considerably fewer days each year than their associates, because of 
colds or a variety of other reasons. You may on occasion have heard someone ask 
someone else “How does she get away with it?” It which case, you can be sure 
that you are at the center of a common office problem no one seems to know the 
solution to. 

To the man or woman whose absence from work is infrequent, it is irri- 
tating, to say the least, to see an associate drawing equal pay despite many 
absences and consequently less work. Furthermore, it is not just irritating, but 
maddening, to be called upon to take over the work, without extra compensation, 
of people who are repeatedly absent. It would be some slight solace if the absent 
one, on return, even muttered a word of thanks, but he or she usually takes it 
for granted that the work will be done whether they are on hand or not. 

We are on delicate ground here. No one wants to penalize those who are 
built less ruggedly than others. Nor does anyone want to reward people for 
being healthy. But there should be some material recognition of the achieve- 
ment of being more consistently on the job than others are. Should there be 
a bonus for good attendance? 

Or should the office require, as the school still does, adequate proof of the 
illness of those who stay away? People are increasingly tender of themselves these 
days and a great many office people who stay home do so for trivial reasons. 

No proof is needed of the fact that a sniffle is often the excuse for a day at 
the ball park or the beach, with John or Jane Faithful working overtime at the 
office so that someone else may have an unearned paid holiday. 
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Harris & Ewing, Washington 


Fred Rudge 


CURRENT TRENDS, including for instance decen- 
tralization, cost reduction, and protection of vital rec- 
ords from atom bombing, are motivating company 
after company to move its main office to, or adjoining, 
its factory. Some firms surmount the transition with- 
out discomfort; others find themselves with “in-law” 
trouble instead of the “one happy family’ they had 
been led to expect. As one executive expressed it re- 
cently, “when we unlocked the door of our new ad- 
ministration building at the main plant, we opened a 
Pandora’s box of difficulties. I never saw so many 
chips on so many shoulders. We got along fine, be- 
fore. Now every clerk and typist, and every junior ex- 
ecutive, seems to be down on management.” 

An attitude survey of the employees in the office of 
that company bore him out. The people were mad at 
the management—not, interestingly enough, at the 
production workers into whose environment they had 
been thrown. Here are some of the things which had 
made the white-collar employees critical of the men 
at the top: 

Two holidays previously observed by the office were 
cancelled because they were not in the union contract 
governing the shop. 

Promised raises, due for consideration at the time 
of moving, were indefinitely postponed “because we 
are negotiating a new contract with the union.” 

For the first time in that firm’s history, the office 
employees were required to punch a time-clock. Again, 
the excuse was that the office should not have special 
privileges. 
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OFFICE— 
FACTORY 
RELATIONS 


White-collar grievances 
multiply when shop gets 
all the breaks 


By FRED RUDGE 
President, Fisher & Rudge, Inc., 
New York 
Management Consultants 


Because there was obviously nothing to do with a 
long lunch-hour, since shopping centers were far away, 
the office lunch period was cut to go minutes. Com- 
pensating time was cut from starting and stopping 
hours, but as one girl put it, “I liked starting at the 
old hour, and I never go home until my work is done 
—so I'd rather have an hour for lunch. If we don’t 
get it, I’m going to leave. Why should I govern my 
day to fit a factory schedule?” 

For the first time, probably, the general run of of- 
fice employee felt the impact of union hours, union 
pay, seniority rules, and other prerogatives enjoyed by 
the hourly workers. As a result, envy of the shop 
spread through the ofice—sharpening white-collar 
grievances which had lain dormant and unexpressed 
before. 


In the case referred to, the management's worry be- 
fore the move had been that ill-feeling might arise be- 
tween the two types of employees. Executives feared 
that secretaries, stenographers, billing clerks, and 
other white-collar workers would shun the cafeteria 
and not mix with the assemblers, machine operators 
and packers from the plant. Actually, while both sides 
continued to stay pretty much together at lunch pe- 
riod and in the rest and recreation facilities, none of 
the negative symptoms appeared. The first Christmas 
party for all departments together was a real success. 
After a brief breaking-in period, most people on both 
sides developed a mutual liking and respect. But in- 
stead of the worries anticipated, management found it- 
self with others—some of them worse! 
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Potential trouble zone may be created when office moves to factory 


From the facts developed by our research in this 
case, together with others in which office-factory rela- 
tionships figured, we can sum up the general situation 
pretty much as follows: 

Pay is a basic office grievance. Clerical people usually 
feel lower paid than the factory workers for the same 
concern, especially where there is an incentive plan. 
A particular gripe in this realm is the way office pay 
tends to follow the pattern of the shop. If the union 
wins an increase of 5% or 8%, then the office gets it, 
too. Where this condition prevails, it means that man- 
agement in effect has abdicated. Moving away from 
merit increases means letting length-of-service and 
general increases suffice for all. Such a course deprives 
office employees of the satisfaction which comes from 
being rewarded for better work. This pattern runs 
contrary to the normal office path of advancement, 
and is resented, as a rule, by white-collar people— 
especially those who have worked long enough to be 
used to the other way. 

Salary stabilization makes matters worse, in this re- 
gard. The present rules provide that where adjust- 
ments are allowed to union employees, the same in- 
creases can be granted to office employees and other 
non-production workers—if it accords with established 
practice. Unfortunately, many firms which have formal 
salary classification schedules in the plant have none 
in the office. They religiously spell out job descrip- 
tions in the plant, but have proceeded haphazardly in 
the office. The way to overcome this, of course, is to 
evaluate all office jobs and set up formal classifica- 
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tions. Until this is accomplished, the gap between of- 
fice and factory will continue to widen. 

Days off are a bone of contention, and so are the 
extra hours that office people in this type of situation 
used to get off, but no longer do because of the close 
factory relationship. As one executive’s secretary de- 
scribed the issue, ““The management has taken away 
from us the incidental privileges we used to have. If 
it was a hot day, we used to get off an hour or two 
ahead of time, but when factory comments reached 
the management, those privileges were stopped. I 
realize the boss has a union to contend with, so far as 
plant personnel is concerned—but we should have a 
little consideration, too.” 

To quote another girl on the same subject, “The of- 
fice used to close down early on hot summer days, as 
most other offices do, until the union complained. 
Then the management said, ‘Factory doesn’t get it.’ 
As if that were a valid excuse! Why doesn't the fac- 
tory get it? It’s unbearably hot down there! 

“If you work in an office you expect office privileges. 
But now, if a holiday comes up you don’t get it unless 
the factory does. I guess we have to work ‘factory 
hours’ just because we're located here.” 

When the office force works closely with the shop, 
some of the practices which are taken for granted in 
the latter have a brand-new impact on the clerical em- 
ployees. Take seniority, for example. Because of this 
practice, most factory promotions are made from with- 
in—which is not always true in the office. A mechanic, 


(To page 60) 
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Lighting for a conference room, a General Electric suggestion 


LIGHTING plays dynamic part in 


By KENNETH H. RIPNEN 


of Kenneth H. Ripnen Co., Inc., 
Architects 
New York 


MANY OFFICES in this industrially advanced coun- 
try of ours are still in the shadows of poor lighting. 
The fatiguing and inefficient lighting in these offices 
not only makes them antiquated, but actually deprives 
their management of the full productivity any con- 
scientious employee could give on his or her work. 
It is likewise detrimental to employee health. 

Though it plays its role, it is not just the spirit of 
humanity alone which prompts far-sighted business 
men to give their employees adequate lighting for their 
work. Nor is good office lighting merely another means 
of impressing visitors with the fact that they are visit- 
ing a really modern office. 

Slowly but surely, the long-accepted philosophy of 
good, scientifically designed plant lighting is finding 
acceptance in theory and is being applied in fact to 
offices throughout the country. In the two applications 
—in the plant and in the office—the same basic reason- 
ing applies—efficient and well designed lighting im- 
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proves morale, reduces error, increases work output, 
and relieves eye strain. 

Adequate and harmonious lighting can give the of- 
fice—reception room, display rooms, executive and 
general offices, conference rooms, and special work 
areas—the illumination that will affect beneficially 
both those working in the office and the visitor. Good 
lighting stimulates alertness and cheerfulness. Ask 
yourself honestly if dim lighting doesn’t often make 
you want to yawn. Hasn’t drab lighting helped you 
feel out of sorts? You know the difference between a 
sunny day and a dull day. No business man I know 
needs convincing that good morale results in more and 
better work from his employees every day. 

Here is a quick check list’ of the more tangible 
benefits that are attainable when you have really well 
designed office lighting: 

The performance rate of useful work rises. 

Fewer errors are made. 
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Lighting for an office-showroom, at new Westinghouse Chicago offices 


raising office efficiency level 


Discussing the points to be covered in any worthwhile 


study of the adequacy of lighting in the various office areas 


Eye fatigue, mental fatigue, and general fatigue are 
reduced. 

Employees are kept at a higher peak of efficiency 
for a greater part of the day. 

Less time and fewer materials are wasted. 

The accident hazard in areas like staircases, corri- 
dors, store rooms is reduced. 

Fixtures require little or no change with changes in 
office organization. 

Installation and maintenance costs are lower as 
against unscientific lighting. Units are assembled 
easily, parts replaced quickly, and cleaning is easy. 

Perhaps you are thinking right now that these nu- 
merous benefits of designed office lighting are too ob- 
vious to need repeating. 

Maybe you feel that others like yourself are thor- 
oughly familiar with scientifically conducted office 
lighting tests. You may know, for example, how one 
such test showed that card-punch operators’ eyes suf- 
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fered three timés the fatigue at the day's end when 
work had been done under glaring light, as they did 
when more intense but diffused, non-glaring lighting 
was substituted.? 

You may know, too, about the three-year test of 
expert key-punch operators whose output was upped 
23% and errors reduced 53% by proper lighting in the 
first year of the test alone.* 

You may be acquainted with possibly the most dra- 
matic example of all—how redesigned lighting in the 
Washington office of the Bureau of Internal Revenue 
resulted in a minimum efficiency gain for card-punch 


Notes: 

? Adapted from Dr. Matthew Luckiesh’s comprehensive and 
highly readable Light, Vision and Seeing: a Simplified Presenta- 
tion of Their Relationship and Their Importance in Human 
Efficiency and Welfare. 

? Cited by Dr. Eve Freyer of the Iluminating Engineering So- 
ciety in correspondence with the author. 

* Cited by Dr. Luckiesh in the book mentioned above. 
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A General Electric solution to an executive office lighting problem, utilizing fluorescent lamps in louvered troffers 


operators equivalent to twice the $6,500 cost of the 
installation!* 

You are undoubtedly aware, from your own prac- 
tical, first-hand observation, of the effect of good light- 
ing on morale. Almost everyone concerned with office 
management can cite at least one example from his 
personal observation to substantiate this point. 

I have spelled out the benefits of designed office 
lighting because you must know how spending more 
money for such lighting today can bring your com- 
pany dividends tomorrow in increased output, lower 
costs, and improved employee morale and health. 

Having reviewed these benefits, let us now ex- 
amine what well designed office lighting really is. It 
consists fundamentally of adequate and attractive 
lighting properly diffused to give the greatest efficiency 
in terms of the production requirements of each work 
area in your office. 

Designed office lighting begins with a careful, scien- 
tific survey of all these requirements. It checks each ol- 
fice facility—reception room, display areas, work areas, 
conference rooms, recreation and rest areas, or others 
—to determine the visual and esthetic adequacy of the 
present lighting for the functions of that facility. 

in work areas, the survey considers the kind of work 
being done, by whom, and for how long a period of 
time each day. Light requirements, for example, of 
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general office workers, editors, draftsmen, key-punch 
operators, typists, librarians, personnel interviewers, 
and the company president and certain specialized ex- 
ecutives are all different. 

An office lighting survey necessarily includes consid- 
eration of all building exposures, and of light reflect- 
ing surfaces, such as ceilings, walls, ofice equipment 
and furniture, and even floors. 

The survey further envisions the future needs of 
your company. It contemplates the expansion of office 
requirements, as well as the possible contraction of 
those needs. It therefore embodies flexibility in light- 
ing, wth a minimum of readjustment when your office 
is rearranged. 

The survey completed, your architect will recom- 
mend specific placement of selected illuminating ele- 
ments in specific types of fixtures to meet your par- 
ticular needs. Fixtures may be incandescent, fluores- 
cent, or a mixture of both. 


The type of lighting recommended to you may be: 
indirect, semi-direct (60% or more indirect, the bal- 
ance direct), general diffusing (about equally direct 
and indirect), semi-direct (60% or more direct, the 
balance indirect) , or direct. 

Many applications, varying greatly in appearance 
and effect, are possible. They may comprise a solid or 
paneled luminous ceiling, fully covered with either 
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glass, plastic, or eggcrate. They may be of the louverall 
or trough type. Or, as still another example, spot lights 
may be recommended to supplement or to dramatize 
displays. 

The architect, you may rest assured, will consider all 
possibilities to make certain that the lighting in your 
office combines appearance with greatest efficiency. 

In the light of this rapid examination of designed 
office lighting, why not appraise your own needs in 
terms of these scientific criteria:5 


Function: Does the lighting in your office meet the 
basic needs of comfortable seeing and is it up to stan- 
dards known and approved? 


Appearance: Are the size, shape, color and texture 
of the equipment and its component parts in harmony 
with the architectural and design elements of the of- 
fice? 


Cost: Is the cost of operation and maintenance com- 
mensurate with your actual return in office operation 
efficiency and eyesight conservation? Based on others’ 
experience, would not a moderate investment bring 
vastly greater returns with a designed lighting installa- 
tion? 


While only a lighting expert can chart your present 
office lighting scientifically, you can use this table of 
general recommendations as a check list® to examine 


comparatively the functional adequacy of present 
lighting now: 


Typical areas Footcandles 
Private offices with available i dice ‘ 40 
General offices open areas ....... 50 
File department areas ... 6o 
Private offices with no available daylight 60-70 
Office machine and detail working areas 70 


As a quick rule of thumb in utilizing this table, do 
the office machine and detail working areas in your 
office have about twice the light of private offices with 
daylight illumination? Or, do they have about half 
again as much light as your general offices open areas? 

Many offices will find that their lighting has failed 
to keep pace with the progress of their business and of 
office lighting elsewhere. 

Be sure that yours is adequate for the work that is 
to be done. Whatever the size of your office, whatever 
your particular needs, it will pay off not only in im- 
proved employee morale, but also in increased out- 
put and general all-around efficiency. 


*From the article, “Relighting Governenent : Buildings,” in 
The Magazine of Light, Vol. 17, No. 1, 1948. 

* Adapted from Recommended Practice of Office Li yiting, pre- 
pared by the Committee on Office Lighting of the Illuminating 
Engineering Society. 

* Adapted from the author's paper, Better Work Areas, de- 
livered before the 1947 NOMA Conference. 


General office areas in new Westinghouse offices in Merchandise Mart, Chicago, have 
fluorescent lighting, tubular sun lamps, and germ-killing Sterilamps 
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Above: Figure 1, task list. Below: Figure 3, work distribution chart 
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of work simplification 


By MICHAEL A. C. HUME, CPA 


Supervisor, Methods Consulting Department 
Bennett, Chirlian & Co. 


Certified Public Accountants 


* ee 
’ *, 


| EE one G. ae Teame cr ime 
et ctignag ajo i Men. @ bl. ! Lala  Chashes 
st ey ee ~ Hoo Trthe Y ia dob Title Job Title Jo Title 
ben Mh O44 he ¥ & I FPP, Lok Khe var lant & 4 
Ac fivity ie duties | ot DUTIES ae DUTIES 4 DUTIES rf 
- —— = —== SS 
e * 2 ei ma mn x m Pp 
VA Pa : 
VLA 
| Cait Conia. Mt Wapaneniag Cratetira) + Viesmabhae Catal 
x F we aes ¥3 77 ele ae gee 
< | 777 ' 77 
- FDA AEE Osc ee 
e 8  Llecosals Megat Jo desasng (ypacrs a 4 = savwiea’ | fs 
oO e P 
° asl Jou monk | nth, hee Ps 
= § ca, | G ; A 
Md Mites |e | 21 abs 
of 
i oo we £ A J uttibaties, / J 3 
. CO) Genel Lekges Lo ast lla Ws 
= 
“§ thes x ¢ talon s 
= ; ¥£ \/ a Pya , Fe a 
o 
' |. rs /3 Liber “ Aahtn Ll 
e Aa: Meatless psa 
at plant offs." ) 
7 yoTAL nouns , a iy #2 37 37 
"MLE ["e/s/r0 
OFFICE MANAGEMENT AND EQUIPMENT July, 1951 


7 
c 
I 
I 


ro 7 white . on & . = — oe a Bee ie ee Ct a a oa oe = ee ~) 3 2 > aan a “ 
; ' 
; 
Ye i 
| 
i t 
| | 
| i 
| i | 
a e i. Be | i { 
Fi 1 | 
re : | ' Po | 
a 4 | | 
sa — i | 
r. 1S i 
-— Ff 
_ | 
a. | 
— " o | 
= a i 
- = 
fo: a | | 
sf a oi | 4 
— | |  ______ 
ie i 
ee I _——— 
it ae ee 
a 
i B+ | _ : ee _ 
a ee | OS a —— 
eS i. ae ERT ETRE NAD ae Ee a ee ec 
ce. eg a 
% a] a | 
7 
“a | 
-_— | 
ee | 
se 
saa - _ 
a er 
ip . | 
ai = | 
cs: my 
Fils 
7% Big bi i 
a 
as | 
ay oc 
er | 
ha eh : 
e | 
; : Sib | 
: - 
ie 
ie a f | 
nye | 
We | 
Be bik | 
+ 
i: a 


THE work distribution chart provides such a valuable 
device for analysis in connection with office work sim- 
plification programs that one wonders why it is not 
more widely applied. 

Perhaps one reason for its neglect in published ar- 
ticles lies in the fact that the work distribution chart 
has a very limited value when applied to the factory. 
However, for the office it has proved itself. 

Essentially, the purpose of a work distribution chart 
is to provide a simple, compact, graphic answer to the 
fundamental question, “Who Does What?” As such, 
it serves as an excellent starting point for analyzing 
the activities of an office or a section of an office. The 
review of such a chart will assist any competent an- 
alyst to ask enlightened and penetrating questions. 
Even more important, it encourages the clerical su- 
pervisor to develop a productive curiosity concerning 
his own section. 

There are many ways in which a work distribution 
chart may be prepared and employed. However, the 
following steps are submitted to illustrate one success- 
ful manner of application: 

(1) The analyst instructs the supervisor on the pur- 
pose and preparation of a work distribution chart. 

(2) The supervisor guides each employee in the 
preparation of a task list. 

(3) The supervisor prepares an activity list for his 
section. 

(4) Using the task lists and the activity list, the su- 
pervisor prepares a work distribution chart for his 
section. 
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Above: Figure 2, activity list 


(5) The analyst reviews the chart with the super- 
visor and helps him to interpret it. 

(6) Other steps in the work simplification program 
are then taken. (These are not discussed here because 
the scope of this article is limited to the work dis- 
tribution chart, which is just one of the many tools 
which might be employed in the program) . 

In order to help the reader visualize this technique, 
a specimen chart is illustrated. Although completely 
fictitious, this chart may be taken as a composite pic- 
ture of the sort of bookkeeping department which 
might be found in a small business firm. 

Figure 1 shows a task list. Each employee prepares 
such a list, showing how he spends his time for the 
week. The supervisor guides each employee in the 
manner of preparation of this list. Because of his close- 
ness to the situation, the supervisor is much better 
qualified to do this than the analyst. Experience indi- 
cates that the idea is grasped very quickly. If presented 
with proper consideration for the human relations of 
the situation, resistance is seldom encountered. 

The task list is such a simple thing that some an- 
alysts have it prepared on ordinary scratch paper. 
Others have had better results with this printed form 
shown. To repeat, the task list is nothing more than 
a listing of what the employee does with his time. He 
estimates the number of hours spent per week on each 
task. For example, “Check computations on vendors 
bills—e2 hours.” (To next page) 


OFFICE MANAGEMENT AND EQUIPMENT 27 


— =  %& > & 


Py 


a | | 
‘ 
|| 
; 
| 
| | 
| 
a aa 
| 
| 
| a 
| 
4 re 
BE i 
ls 
be 
| 
| 
L 
; 
it 
a | 
ee : 
| : ‘ 
Sialic | 
SAT; SAMOS cE | 
‘Sty MORE Ree 
5 RS : OE 
ESAS. ¢ ARRRES © | 
an | eae 
i } 
__ & | 
aaa | SO aS 
Pe OO —“SSCSC‘C‘CSCés ‘ 


Figure 2 shows an activity list. This is prepared by 
the supervisor, and is nothing more than a complete 
listing of the principal functions or activities for which 
the particular section is responsible. One activity may 
be composed of several tasks. Thus, in this case the 
activity “Accounts Payable” is composed of the tasks 
“Checking computations,” “Comparing invoices with 
purchase orders and receiving reports,” “Posting vend- 
ors ledger,” “Writing checks and remittance advices,” 
and “Approving bills for payment.” 

This ‘iis also a simple listing, and many analysts have 
it prepared on ordinary scratch paper. 

Figure 3 shows the work distribution chart which 
has been prepared from the seven task lists and the 
one activity list prepared for this section. A review of 
this exhibit will explain why it is often said that a 
work distribution chart raises questions, but doesn’t 
answer them. However, this function of raising ques- 
tions is a valuable one, because the key to successful 
analysis lies in asking the right questions. 

The work distribution chart is obviously not in- 
tended to be a precise measuring instrument. It is a 
yardstick; not a micrometer. It certainly does not re- 
place the skillful use of the many excellent tools for 
work measurement. For sake of emphasis, it is worth 
repeating that the work distribution chart serves as a 
starting point for a work simplification program, and 
that it often provides clues which indicate the need 
for more advanced work simplification techniques. 


AN INTERPRETATION 


To see how this works, let us take the chart shown 
in Figure 3 and consider how an analyst might in- 
terpret it. 

(1) Is there any seeming disproportion of time? 

Compare the 43 hours shown for “Accounts Receiv- 
able” with the 49 hours shown for “Invoice Prepara- 
tion.” The analyst might inquire why it should take 
almost as much time for accounts receivable pro- 
cedures as for billing. Perhaps there are good reasons, 
but it certainly would be a relevant question. 


(2) Are any of the key personnel spending an ap- 
preciable amount of time on tasks which could be 
delegated to others? 

Note that the head bookkeeper lists five hours for 

“Filing.” The analyst would probably inquire about 

the nature of this filing. 


(3) Are any of the employees assigned tasks which are 
above their level of skill or training? 

E. Easter spent 25 hours of her time posting the 
general ledger. The analyst might inquire why a fil- 
ing clerk would spend most of her time working on 
the books of account. 

For an enterprise of the size and volume of activity 
suggested by this chart, the expenditure of 25 hours a 
week seems excessive. Perhaps the explanation is that 
the work is done slowly because this clerk has insuf- 
ficient training for the task. 

Alternatively, if this clerk is qualified to do the job, 


the question arises as to whether a promotion might 
not be in order. 


(4) Are there too many people “doing the same job?” 
Observe that “Sales Distribution” is a task shown 
in four of the columns. The analyst might well ques- 
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tion whether better results would be obtained if this 

task were assigned to One person. 

(5) Is any employee performing too many unrelated 
tasks? 

Study the list of tasks performed by Able, the head 
bookkeeper. Very often the “old faithful” employee is 
given a great variety of tasks merely because it is 
known that he will do a good job of any assignment. 
Another symptom that this might be the case lies in 
the fact that he shows five hours overtime. 

When the analyst combines this with the observa- 
tion about the “Filing” (comment 2 above) he begins 
to see a pattern in this office. Just from reviewing the 
chart, we are beginning to feel as if we know some of 
these people personally. 

(6) Which procedures seem to warrant the prepara- 
tion of a flow process chart for more detailed 
analysis? 

The accounts payable procedure might perhaps be 
charted because it seems to fall into a pattern which is 
best studied in chart form, and because sufficient hours 
are involved to suggest the possibility of savings. 

Similarly, the procedure for sales distribution might 
be charted because it has already been indicated that 
the analyst suspects that there is room for improve- 
ment. 

Besides raising questions, the chart has other values 
for the analyst. 

(7) It gives a clue as to which procedures do not seem 
to justify a large amount of time for study. 

Consider the two hours shown for “Purchase Distri- 
bution.” Here, the analyst might recommend any ob- 
vious improvements that come to mind, but he is on 
notice that this procedure does not seem to warrant 
any detailed investigation. In this respect the chart 
sometimes acts as a safeguard against the pitfall of 
spending more time studying an operation than can 
be justified by the value of any possible improvement. 


EVALUATION 
(8) It serves as an aid in evaluating procedural 

changes. 

After satisfying himself that the time estimates are 
substantially correct and that the week selected is a 
representative one, the analyst can estimate with bet- 
ter accuracy the value of recommendations. If one of 
his recommendations reduced the volume of filing in 
half, he would be able to estimate from the chart that 
this would save 10 man hours per week. 

This use of the chart is often valuable when ap- 
proaching management with a recommendation for 
the purchase of new equipment. While it is true that 
different executives have different degrees of recogni- 
tion of the value of office machinery, most business 
men will buy a machine if it can be proved satisfac- 
torily that the machine will pay for itself in three 
years or less. The chart can help when assembling the 
evidence. 

(9) It sometimes helps the analyst to put a “price tag” 
on a report or a procedure. 

Note that D. Dogwood spends 18 hours typing a 
“special report.” Inquiry might reveal that this is a 
typical week. The analyst would certainly want more 
information about this report. After further investiga- 


(To page 58) 
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Office Awards Winners in August 


WITH its annual poll of opinion among architects, 
decorators, and management engineers approaching 
an end, OrFicE MANAGEMENT AND EQUIPMENT will an- 
nounce in the August issue the winners of its 1951 
“Office of the Year” Awards. 

As last year, an Award will be given to two new of- 
fices, one having more than 500 employees and the 
other having less than that number, which in the opin- 
ion of the architects, decorators, and engineers includ- 
ed in the poll are outstanding examples of design, lay- 
out, and equipment. The two offices in each classifi- 
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cation which are runners-up in the poll will receive 
Certificates of Honorable Mention. The designers of 
the winning offices will receive citations. 

The Awards are given for new or redesigned offices 
throughout the United States completed in the twelve 
months between July 1st, 1950, and June go of this 
year. 

Top honors were won last year by John Hancock 
Mutual Life Insurance Co., Boston, for the larger of- 
fice classification, and Phillip Morris & Co., Ltd., New 
York, in the smaller office classification. 
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Establishing Standards 
for Office Space 


and Office Furniture 


By C. I. KEELAN 


Office Systems Analyst 
Johns-Manville Corporation 


New York 


‘THE recurring shortages of office space and the con- 
struction of many new office buildings have pointed 
up the value of space and furniture standards. Many 
companies are now engaged in establishing standards; 
many others have such a project on their agenda. 


Standards are invaluable, because: 

(1) They facilitate planning future requirements 
(in fact, I should think that planning would be ex- 
tremely difficult without standards) . 

(2) They aid in making efficient office layouts. 

(3) They prevent costly and acrimonious disputes, 
as all people in a category receive identical equipment 
and facilities. 

(4) They prevent the purchase of “luxury” items 
on the one hand; and inadequate or inferior items, on 
the other. 

(5) Furniture may be readily moved from office to 
office. 

I will list below a hypothetical set of standards to 
illustrate what I consider to be a complete and work- 
able plan. Thereafter, I will discuss in some detail the 
aspects of the plan that may be controversial. 

The first step is to assign all jobs to a category. For 
example: 

Category 1—President and all executives reporting 
directly to the president 

Category 2—All personnel earning over $15,000 (ex- 
cept category 1) 

Category 3—All personnel earning over $7,000 (ex- 
cept categories 1 and 2); and employment interview- 
ers, and buyers 
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Category 4—All personnel earning over $5,000 (ex- 
cept categories 1, 2 and 3) 

Category 5—All others (except categories 1, 2, 3 
and 4, and special authorizations) 

Special authorizations. 

Next, it is necessary to define the space and equip- 
ment to which each category is entitled: 

Category 1—private office of 200 sq. ft. (except pres- 
ident’s—250 sq. ft.) and anteroom of 100 sq. ft.— 
Furniture and furnishings as selected by the occupant 
and approved by the president. 

Category 2—private offices of 175 sq. ft., and ante- 
room of 100 sq. ft. 

1 60” desk 

1 60” table 

1 swivel arm chair 

4 Visitors’ arm chairs 

1 telephone stand 

1 bookcase 

(specific models of above items will be designated) 

Wall to wall carpet, and drapes, both of a color se- 

lected by occupant (but of specified quality) 

Walls decorated in colors selected by occupant. 

Category 3—private office of 140 sq. ft. 

1 60” desk 

1 swivel arm chair 

2 visitors’ arm chairs 

1 bookcase 

(specific models of above items will be designated) 

100 sq. ft. of carpeting; drapes, (both of standard 

color and quality) 
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By H. Armstrong Roberts 


Who gets what space and what furniture? 


Walls painted in standard colors 

Category 4—110 sq. ft. in open area 

1 60” desk 

1 swivel arm chair 

1 visitors’ chair, without arms 

(above items of specific models) 

Category 5—65, sq. ft. in open area 

1 50” desk 

1 clerical posture chair 

(above items of specific models) 

All desks to be flat top, except: 

Secretaries in anterooms—6o” secretarial desk 

Typists, stenographers, and other secretaries—0” 
typist desk, fixed platform 

For those whose principal duty is operating a calcu- 
lating machine—50” desk with cut-out, commonly 
known as Comptometer desk 

For those performing clerical and typing duties, 
each to considerable degree—50” flat top desk, type- 
writer stand, and typewriter 

Special authorizations— 

Salesmen—65, sq. ft. in open area and one 50” flat- 
top desk for every two salesmen. 

Service areas—total of area for reception, display, 
mail, duplicating, cloakroom, stock room (office sup- 
plies) , etc., not to exceed 10% of space authorized for 
personnel. 

(Note: need for other special authorizations de- 
pends on such factors as type of building, type of busi- 
ness, special equipment—e.g., tabulating machines, 
special functions—e.g., central files. Each company 
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will have to make provision for any unusual require- 
ment.) 

Space authorized as above is exclusive of building 
or elevator lobbies, building service areas, and corri- 
dors used by several departments. It does include 
space for file cabinets, bookcases, supply cabinets, and 
aisles. 

Next, layout of open areas should be in accordance 
with well-considered standards. For example: 

Main aisles—5’ 

Other aisles—21,’ 

Distance between desks (back to front) —3’; but 4’ 

if desk is not on an aisle. 

Distance between wall and desk of person facing 

wall—3’. 

Assignment to categories is based on custom and 
need. It is customary for top executives to have large 
and well-appointed offices. A discussion of the merits 
of the custom would be largely academic, as the cus- 
tom is well-established and almost universally fol- 
lowed. Executives need privacy to discuss confidential 
business matters, and they need a quiet office to which 
they can retire and think (which, after all, is their 
principal function). Though some may argue that 
salary is an undemocratic basis, by and large it results 
in efficient assignment of space and equipment, and 
has the added merit of being easy to administer. 
(Your standards need not disclose an individual's 
salary except in a very general way. Your building 
manager, or whoever is responsible for administering 


(To page 58) 
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Newly expanded eastern operations center of the Austin Company 


New application made of 
integrated ceiling lighting 


THE first application in the East of the integrated 
ceiling-lighting system type of construction developed 
by the Austin Company, engineers and builders, has 
been made in that company’s eastern operations center 
at Roselle, N. J., which has now been expanded to 
accommodate increased engineering and supervisory 
personnel. 

Originally established in 1947, the Roselle office 
now provides a total of approximately 20,000 square 
feet of floor space and has been fully air-conditioned, 
according to Harold A. Anderson, Austin vice-presi- 
dent and eastern district manager. 

The Austin integrated ceiling-lighting system, in- 
troduced at the Upjohn Company's new pharmaceu- 
tical plant in Kalamazoo, Mich., is intended to pro- 
vide a simple means of installing fluorescent lighting 
systems in industrial plants, offices, and other build- 
ings—particularly where acoustical ceilings of the pre- 
formed type are installed. 

The use of Austin’s new patented system at the 
Upjohn Company’s plant in Kalamazoo resulted in a 
net saving of more than 40 cents per square foot in 
construction costs. This installation involved the use 
of approximately 90,000 lineal feet of “troffer beams,” 
which were spaced on 5-foot centers throughout the 
manufacturing area. 

The system employs a specially designed trough-like 
structure of heavy gauge sheet steel, identified as a 
“troffer beam,” which besides serving as a structural 
support for the ceiling installation, also becomes the 
raceway for the fluorescent lighting fixtures. The trof- 
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fer beams are spaced 3, 4, or 5 foot on centers for the 
support of the ceiling, since the tee clip bars used for 
the support of the ceiling tiles are limited to a 4-foot 
span which is reached on a 5-foot center-to-center spac- 
ing. 

The desired level of illumination determines 
whether every or every second troffer beam is to be 
equipped with lighting fixtures. In this manner a wide 
range of illumination intensities may be covered. In 
most cases the fluorescent lights would be located eight 
to ten feet apart, with the intermediate troffer beams 
covered over with ceiling tiles. If, after an installation 
has been made, changes in occupancy make it necessary 
to increase the intensity of the lighting system, it is a 
simple matter to remove the ceiling tiles directly un- 
derneath the intermediate troffer beam and _ install 
fluorescent lights with reflectors in this troffer beam. 

The troffer beam is fastened to the supporting truss 
or roof beam with clamps, so that it is not necessary 
to drill or punch holes in the structural members. 
While normally the troffer beams would be at right 
angles to the supporting beams or trusses, there will 
be cases when it is desirable to run the troffer beams 
parallel to these main roof trusses or beams, or even 
diagonally to them, and in such cases this can readily 
be done by installing structural members between the 
main roof trusses or beams—these structural members 
or beams being installed to support the troffer beams. 

The troffer beam has adequate strength to carry 
ceiling loads, cat-walks, electrical conduit, and other 
building service piping. In a physical test of the troffer 
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Ac dations for 150 engineers and supervisory personnel are provided in the 


Austin Company’s enlarged eastern operations center 


beam at the Austin research laboratory where the first 
test installation was made several years ago, a concen- 
trated load of 1,600 pounds was placed in the center 
of a 20-foot span with a deflection of only 54”. Upon 
removal of this load the troffer beam returned to nor- 
mal position. 

The Austin Company has moved its eastern district 
offices to the new building at 600 Fifth Ave., New 
York, where the company will occupy the entire four- 
teenth floor. 

As at the Roselle, N. J., location, there are no pri- 
vate offices in the New York layout, which has been 
developed without the use of partitions except as re- 
quired for the reception lobby and two conference 
rooms. 

Banks of counter-height steel files have been utilized 
to subdivide the New York offce, which is entered 
through a reception lobby finished with Flexwood, 
Travertine and fluted glass walls, terrazzo floor and 
broadloom carpeting. The fluorescent lighting installa- 
tion was specially designed to approximate natural 
daylight and will provide 80 footcandles in the engi- 
neering section and 50 footcandles in other sections. 


Bank type steel and glass partitions used to en- 

close conference rooms at one end of Austin Com- 

pany’s new eastern operations center are the only 
partitions in this 20,000 square foot structure 
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SAFETY BAR 

is an extremely simple yet cleverly-contrived vertical 
balance bar to be attached to stepladders. By giving 
a feeling of self-confidence and better control when 
standing on the top or upper rungs of a ladder, the 
person holding on to it is much less likely to fall or 
get jittery. Made of wood, 33!/2 inches long, the 
bar has an aluminum-alloy clamp and steel screw 
assembly for easy yet firm attaching to top of ladder. 
The device is one of ten products recently honored 
by Lewis & Conger, New York specialty shop, at its 
annual Safety Awards Dinner. Priced at $3, it is 
” 7? ae by the MacLeod Safety Device, Liberty- 
ville, Ill. 


WHITE DISPOSABLE TOWELLING 


trade named Medico, comes packed in rolls of 100 
feet in portable dispenser boxes, each equipped with 
a metal cutting edge, enabling user to take any 
desired length. The towelling is claimed to be lint- 
free, fully absorbent, and does not fall apart even 
when “wringing wet." It has many uses in offices, 
plants, and institutions, can be used to wash and 
clean anything, from hands, even to desks or shoes. 
Unit comprises 12 dispenser boxes (one is_ illus- 
trated) each of which contain about 100 towels, and 
one wood-grain finish “office style" receptacle for 
used towelling. Woodlets, Inc., Portland, Pa., is the 
manufacturer. 


OFFICE COPYHOLDER 

made of steel and finished in grey crackle to match 
medern furniture, is announced by the Copy Right 
Mfg. Corp., 53 Park Place, New York. The mechan- 
ism of this copyholder, the 20-inch model, has been 
improved and simplified, the manufacturer states, and 
is compactly contained in a new housing at the back 
of the machine. New features include a finger-fit 
handle at top right to control individual spring- 
tension paper grippers; front plate which holds copy 
can now be tilted forward or backward; a new drop 
control which allows for rapid or slow drop of the 
copy-holding plate, and a lever for linage adijust- 
ment. 
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things in the news 


TYPEWRITER TABLE 

called the Handy Dan Dee model No. 400-2-D-L, is a 
product of Vanpe, Inc., 4615 South State St., Chicago. 
It is built of heavy gauge metal, has tube-rolled edges, 
and there are no nuts or bolts to handle. Other fea- 
tures include continuous piano hinges; two 9 x 15- 
inch drop leaves, with arm supports; brake wheel cast- 
ers, and a non-skid rubber mat which is inserted into 
a '/4-inch recess on top of table. Table is 27 inches 
high, has a 15 x 18-inch top—I5 x 38 inches when 
opened. Comes in a choice of grey, green, and wal- 
nut baked enamel finishes. Shipping weight is ap- 
proximately 20 pounds. 


GUMMED TAPE MACHINE 


called the Dial-Taper, is a new type that features a 
telephone dial that displaces manual with automatic 
operation. According to the maker, Marsh Stencil 
Machine Co., Belleville, Ill., the operator simply se- 
lects on the dial the length of tape needed and a 
twirl of the dial starts and stops the machine auto- 
matically as it dispenses any desired length of tape. 
Model shown is the Series 3D, which is 21 inches long, 
9 inches wide, and 10 inches high. Unit weighs 50 
pounds and takes tape from | to 3-inches wide. 


DESK CALCULATOR 

for statisticians in engineering research, industrial 
quality control, and other sciences, is claimed to give 
results faster than an automatic computer or slide 
rule after a few minutes of instruction in its use. 
Made of Vinylite plastic, the Merrill RMS Slide- 
Disk is based on principles of geometry. The cal- 
culator consists of a 10-inch disk which slides and 
rotates freely beneath a pair of vertical and hori- 
zontal scales on which a series of right triangles is 
graphically formed. Both linear and logarithmic 
scales are furnished, and the set also includes a 14- 
page manual and a stylus with an aluminum handle. 
Manufacturer is Graphic Calculator Co., 633 Ply- 
mouth Court, Chicago. Retail price is $64. 


LEAD PENCIL POINTER 

especially useful for draftsmen, engineers, architects, 
and commercial artists, is the Trupoint, produced by 
the Elward Mfg. Co., 557 Paw Paw Ave., Benton, 
Mich. Said to be foolproof in operation, the device 
gives draftsman-type mechanical pencils any point 
from blunt to hairline. To operate, simply insert 
pencil in the guide and rotate the cover. Trupoint 
will also point up wood pencils if the wood is cut 
back beforehand with a knife. Device has a cast- 
iron base. 
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‘ new things in the news 


STREAMLINED AIR CIRCULATOR 
designed for use on the executive's desk, is produced 
by the National Reinforced Plastics Corp., Berry Field, 
Nashville, Tenn. The unit, which has a case molded of 
Tenite plastic, "does the work of a 10-inch fan, con- 
sumes less power than a 40-watt bulb." Compact, 
‘ the circulator stands 5!/2 inches high, weighs 3!/s 
pounds. A simple switch sets it into motion. A 
7-foot rubber cord is supplied. Comes in choice of 
black, red, grey, and woodgrain. Case is said to be 
shatterproof. 


24-HOUR BANK DEPOSITORY 


that accepts deposits from both individuals and 
business firms during daytime as well as after-hours, 
is announced by the Herring-Hall-Marvin Safe Co., 
Hamilton, O. Bulk deposits are made in bags as 


usual. Individual deposits are made in envelopes. Be 
Separate or combined facilities can be arranged, _— 
says the manufacturer. Full particulars are avail- Mak CR RT Seeemetnel p—i 
able from the company direct. a 
> 

CASH REGISTER oe 
an upright unit designated the Cash Protector, is new * Saee | . 
from R. C. Allen Business Machines, Inc., 678 Front SE S . 
Ave., N.W., Grand Rapids, Mich. In addition to the PR 
standard Allen features, this register has running aes 
totals in visible dials; a removable coin till; enforced a N-Gn? DEPOSIT MEAD 
designation, and a wide drawer. It also boasts a aes = renave cece wane 
42-inch carriage; an easy-to-reach keyboard; an }— 1 = ENVELOPE SUPPLY HOLDER : 


enclosed tape rewind device, and a hinged top oe " 


plate for quick ribbon change. The machine is fin- 
ished in burnished gold and green. It is available 
for delivery now. i 


GOLD PORTABLE TYPEWRITER —_ 
produced by the Royal Typewriter Co., Inc., 2 Park Bs 
Ave., New York, is being admired by lovely screen : —- = 
star Joan Caulfieid. The machine is used in a “dream I = 


sequence" in Miss Caulfield's new picture, "The 
Lady Says No!" 
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new things un the news 


MANAGEMENT AWARD WINNER 

“for the greatest contribution to the management 
field during the past year," is Kenneth B. Willett, left, 
Hardware Mutuals, Stevens Point, Wis., and past- 
president of the National Office Management Asso- 
ciation. He is shown receiving the association's Lef- 
fingwell Medal from |. J. Berni, Proctor & Gamble 
Co., Cincinnati, a former Leffingwell medalist. Pres- 
entation took place at the annual NOMA conference 
held recently in New York. 


MICROFILM RECORDER 

model 190-E, is produced by Burroughs-Bell & Howell. 
“Because ordinary variations in line voltage would 
upset its precise electrically controlled timing," say 
the manufacturers, “this recorder contains a Sola con- 
stant voltage transformer to keep functions sychron- 
ized." This control, which maintains voltage at 115, 
even if line voltage fluctuates, “is necessary because 
movement of documents being photographed must 
be perfectly coordinated with the shutter action of 
the automatic camera. Because controlled electricity 
does the job, even a novice can be a perfect photog- 
rapher with this machine.” 


1951 CONFERENCE 

designated as the North American meeting, was held 
by ViSlirecord, Inc., Long Island City, N. Y., at the 
French Lick Springs Hotel, French Lick, Ind., recently. 
The company, largest manufacturer of vertical visible 
record-keeping equipment, was represented from all 
parts of the United States and parts of the Western 
Hemisphere. Top company executives who attended 
included Herbert Weston, president; J. R. Topping, 
vice-president and secretary; and E. C. Norrington, 
vice-president and treasurer. Conference attendees 
are pictured at the annual banquet. 
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new things in the news 
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INTERCOM STAFF STATION 


incorporating a “privacy” lamp, permits the user to 
answer calls from across the room and at the same 
time enjoy “protection from eavesdropping.” The 
instant a master station opens the line to call the staff, 
a visable red lamp on the unit illuminates brightly, 
notifying the user that the line is open. Staff station 
unit, is a product of Executone, Inc., 415 Lexington 
Ave., New York. 


NEW METHOD OF PRODUCING LIGHT 

one “entirely different from either incandescent or 
fluorescent light'"—employing thin flat sheets of glow- 
ing glass instead of bulbs or tubes, is announced by 
Sylvania Electric Products, Inc., 1740 Broadway, New 
York. Sheets of this glowing material, which operates 
on conventional alternating current, can be made in 
almost any size to provide luminous ceilings (as illus- 
trated), walls, tables, and even clock faces. The 
light source is called Panelite and consists of a spe- 
cial sheet of conductive glass, on which is placed a 
"phosphor-dielectric’ coating, and a layer of vapor- 
ized aluminum. Wires are connected to the edges 
of the sheet to pick up current directly from house 
current. 


HAND-OPERATED ADDING MACHINE 
from the TOPflight line produced by Remington 
Rand Inc., 315 Fourth Ave., New York, has been ex- 
panded to include two large-capacity models, one, 
No. 7382-5, is shown. This machine has a listing ca- 
pacity of seven columns and a totaling capacity of 
eight, featuring direct subtraction and automatic to- 
tals. Available with 5 and 13-inch carriages. 


BANK ADOPTS FILE SYSTEM 

The Dollar Savings Bank of the City of New York re- 
cently became the first bank in the country to adopt 
the new card file system known as Simplafind, a prod- 
uct of the Wheeldex Mfg. Co., Inc., 40 Bank St., 
White Plains, N. Y. The installation has been set up 
in the safe deposit department of the bank's main 
office to take care of the existing 33,000 contract 
cards now on file. The new system will eliminate all 
other such card files in that department, it is said. 
Simplafind is a motorized, automatic card file which 
has the ability to use existing records without any 
special punching or preparation. The model pur- 
chased by the bank has a capacity of 40,000 cards 
open before the operator at all times. 
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POSTING TRAY AND STAND 

for use with bookkeeping systems is announced by the 
Posting Equipment Corp., 777 Hertel Ave., Buffalo, 
N. Y¥. A complete line of these products is manu- 
factured. Trays are automatic, with all operations 
controlled by three buttons located within finger- 
reach of the operator. Trays also feature a drop 
side for stuffing or offset. Hoods with locks are 
available for all sizes. Trays will accommodate sheet 
sizes from 5 x 8 to 12 x 12 inches. The company 
also offers three different types of posting stands: a 
basic or skeleton type; a stand fully enclosed with 
door and lock; and a stand with a filing drawer. 
_— models all are available with adjustable or fixed 
egs. 


SEAL AND VARNISH STRIPPER 
a non-inflammable machine that is said to remove all 
types of spar and regular varnishes, seals, shellac, 
enamels and paints thoroughly and safely, is an- 
nounced by MultiClean Products. Inc., 2277 Ford 
Parkway, St. Paul, Minn. It is said to work equally 
well on wood, concrete, and terrazzo floors and 
leaves no residues, thereby eliminating the necessity 
for further washing before refinishing. The company 
has also recently introduced a liquid concrete hard- 
ener and etcher especially formulated to provide 
etching control in the preparation of old or new con- 
crete and terrazzo floors before sealing them. 


BANKING BY CAR 


The City National Bank & Trust Co., located in the 
suburbs of Columbus, O., is known to its patrons as 
the Auto-In branch, since the institution caters to 
“driving depositors’ more so than to pedestrian cus- 
tomers. The bank is located on a 2 acre tract, the 
major part of which is surfaced for parking facilities. 
Modern in every respect, the bank numbers among its 
features, two Oasis water coolers which were supplied 
by the Columbus office equipment firm of Harry C. 
Morgan Co. One cooler is located at the entrance 
to the bank's organization room which is available 
to civic groups as a meeting room, free of charge. 
The other Oasis cooler is stationed behind the tellers’ 
counter. 
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new things 
in the news 


| hice 
A MUTUAL INTEREST IN GLOBES : be 
was discovered when the great-great granddaughter Winans 
of America's first globe maker and the first man to CAUSE WE USE 


make world globes for the home met in Chicago re- sEST WOOD 
cently. Miss Julia Harvey Bradley is a direct aye BEST 
descendent of James Wilson, who produced his first 1S AW 
American globe in 1810. She is pictured with L. |. 
Replogle, owner and founder of Replogle Globes, 
Inc., Chicago, who shows her his company's latest 
32-inch diameter globe. When Miss Bradley later 

. visited the Replogle plant and saw huge hydraulic 
presses designed to produce 1500 globes a day, she 
said "James Wilson would certainly have been sur- 
prised to see this!" 


? 
& 


PROMOTING WOOD OFFICE FURNITURE 
for the benefit of manufacturer, dealer, and user 
alike, the Wood Office Furniture Institute took large 
exhibit space at the recent 32nd annual conference- 
exhibit of the National Office Management Associa- 
tion, held in New York. The event attracted nearly 
45,000 top management people. PICTURED, from 
top down, and left to right: Miss Nora O'Brien 
demonstrates the advantages of stain-resistant desk 
drawers featured by Indiana Desk Co. 

Gilbert H. Bosse (at desk), Imperial Desk Co., 
points up features of his company's conference desk 
to John J. Reinecke, WOFI; R. H. Travers, NOMA; 
N. A. Gerth, Imperial; William Gunning, NOMA; 
William Flynn, Imperial, and Don Irvin, WOFI. 

A. F. Krieg, Jasper Seating Co., and WOFI presi- 
dent, gets news of the exhibit from N. A. Gerth; 
Howard Gatewood and Mr. Reinecke, both of WOFI, 
and T. R. Pitts, Myrtle Desk Co. 

Harry R. Wells, Jasper Office Furniture Co., left, 
shows Moe Turman, Metwood Office Equipment Co., 
why a burning cigarette will not mar the finish of a 
Jasper special desk surface. 
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new things in the 


raews 


POSTAL SCALE 

designed by Palma-Knapp Associates, Chicago, is 
being produced by the Pelouze Mfg. Co., 1218 Chi- 
cago Ave., Evanston, Ill. By clever re-designing, 
thirteen steel parts have been eliminated from the 
scale, thus helping to conserve critical materials. 
Scale features a red pointer which travels behind the 
dial figures, thus “increasing visibility and accuracy" 
in weighing. A table shows parcel post rates tabu- 
lated by zones, and dial is replacable in case of 
postal rate changes. 


ROOM AIR CONDITIONER 

a re-designed window-type, is announced by the 
United States Air Conditioning Corp., Minneapolis. 
Unit is housed in a modern cabinet, finished in 
a neutral tone to blend with all types of room decora- 
tion. Conditioners are available in '/2 and 3% horse- 
power models, each equipped with a manual control 
on top of the cabinet for regulation of an exhaust 
damper which removes air from the room to the out- 
side. Adjustable louvers provide four-way directional 
control of air circulation. 


POSTING AND FIGURING MACHINE 


a portable model, has been designed by the Under- 
wood Corp., New York, to give mechanical bookkeep- 
ing advantages previously available “only in much 
more expensive accounting equipment." In addition 
to posting accounts receivable, and payable, general 
ledger, payroll, and other records, this Sundstrand 
machine can be used for problems of addition, sub- 
traction, multiplication, and division. A complete 
record and proof of all work is automatically printed 
to permit accurate checking of all figures, Underwood 
points out. Finished in non-glare grey, the machine 
is built for all forms in standard business use. 


PORTABLE PRINTER 

a “printing plant that “assures perfect registration, 
print, and practically eliminates spoilage by offset" 
is the newest product from the Heyer Corp., 1850 
South Kostner Ave., Chicago. With this unit, desig- 
nated model 60, a message is typed, hand-written, 
or drawn on a stencil. Ink from a tube is squeezed 
onto the machine, saturating the ink pad over which 
stencil is placed. The machine is then rocked over 
the card or paper and back to the Tru-Line guide 
slots on the base. Machine prints on any sized ob- 
ject, maximum printing surface being 3 x 5 inches. 
Unit is packed in a storgae-carrying case along with 
four stencils, two tubes of ink, correction fluid, ink 
brush, stylus, writing plate, printing base, and in- 
struction book. Price is $10.50. 
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Bape Rea ae 


Equipment 
Roundup — 


Posture Chairs 
Numbering Machines 
and 
Staplers 


By Kimball Darby 


‘ The appreciation of the value of good seating is becoming more and more widespread 


Another installment of a monthly sum- 
mary of trends and product availability 
in the office equipment field 


OFFICE PURCHASERS had better anticipate their 
secretarial posture chair needs now if reports already 
received from many manufacturers are significant of 
the industry as a whole. 

Whether your favorite line of posture chair is in 
wood or steel, does not seem to make too much differ- 
ence. In either case, the metal swivel mechanisms are 
in short supply, causing some manufacturers to reduce 
the number of models in their line, and extending 
delivery dates. Of course, the lack of aluminum and 
foam rubber represent other obstacles in the produc- 
tion line. 

The great majority of manufacturers in this field 
distribute through dealers, and more than one manu- 
facturer has expressed his intention of keeping sup- 
plied those dealers who have been volume retailers of 
chairs in the past. In any event, some posture chair 
manufacturers are unwilling to stimulate inquiries 
and orders which they might have difficulty in filling. 

Contrariwise, a substantial number of manufactur- 
ers make no mention of production difficulties, and 
continue to promote fairly extensive lines of chairs. 
While it is not so stated, this could be because of 
high inventories of chair components. Reports follow: 
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From the left: Model 709-A, of Art Metal Construction Co., Emeco Corp.’s No. 1007, 
Corp., the Domore Chair Co.’s Belmont, and Model SP-550 of the Aluminum Seating Corp. 


“Wie have not shortened our line of secretarial posture 
chairs,” Aluminum Seating Corp. reports. “Our SP-500 and 
SP-550 are available, but only on defense rated orders. 

“Prior to the present situation our deliveries were from 
two to four weeks, but due to the influx of DO orders, our 
delivery dates have been extended sixty to ninety days.” 

Describing Model SP-500, one of Aluminum Seating 
Corp.’s line of secretarial, executive and side chairs, the 
company claims that this model, identified as the Secretary, 
has no-sag springs and a foam rubber seat. It is fully ad- 
justable and is available in two back styles. Height of seat 
adjustable from 17 inches to 20 inches. Depth of seat 14% 
inches; width 16% inches. The back is 12 inches wide and 
7% inches high. 

Art Metal Construction Co. advise that current materials 
shortages have caused them to shorten their line of secre- 
tarial posture chairs. 

“Aluminum is one of the most severely restricted of all 
metals,” an executive of Art Metal Construction Co. said. 

Cramer Posture Chair Co. advises that “the present 
emergency has caused us to shorten our line of secretarial 
posture chairs by dropping all models made of aluminum.” 

This company points out that their secretarial chair 
Model No. 22, made of steel, is still available. 

“Our delivery on all chairs is now running approximately 
90 days upon receipt of order,” they claim. “Our DO-rated 
orders, we are trying to get out of our factory within 30 
to 45 days after receipt of same.” 

Seat size of No. 22 is 17% inches wide, by 14 inches deep. 
Back size is 13 by 8 inches. Seat height adjustment from 
17% inches to 21 inches. 

DoMore Posture Chair Co. describes their Belmont cler- 


From the left: Metal Office Furniture Co.’s No. C-70, Royal Metal Mfg. Co.’s representative, 
Model 22 of Cramer Posture Chair Co., and Model 624-N of the Sturgis Posture Chair Co. 
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ical chair in two styles, No. 70 (Standard), and No. 71 
(Belmont DeLuxe). Both styles feature a solid hard maple 
base which is finished in plasticized enamel paint in the 
standard DoMore metal colors; a laminated hardwood back | 
support; sliding seat and back rest with “micro-adjusting” 
features; non-scuff guards of rubber on back of chair to ' 
prevent marring of desk or wall; positive height lock of , 
seat. On the No. 70, the upholstery may be vinyl resin, 
fabric or leather. Height of seat adjustable from 17 to 20 
inches. Seat is 16 inches wide by 13 inches deep; back is | 
14 inches wide, 6 inches high. On No. 71 the upholstery 
is same as above, but with foam rubber seat construction. 
Height of seat from 17% inches to 20% inches; other fea- 
tures the same. 

“While current emergency conditions have not caused 
us to shorten our line of secretarial posture chairs, the 
manufacture of office furniture is controlled by existing 
government regulations and has affected other models,” 
Emeco Corp. advises. 

“At present our secretarial posture chair and other 
models are available for general office purchase only in 
limited quantity, as the greater part of our production is 
used to fill National Defense requests. We expect very 
shortly that the following factors will take place and result 
in more civilian production: a) Increase in the supply of 
aluminum; b) Operation of the Controlled Materials Plan, 
and c) Decrease in military demands. 

“We have extended delivery dates on shipments to deal- 
ers for general office purchase. However, dealers with 
rated orders received deliveries as scheduled. Military needs 
are supplied according to their delivery schedules,” Emco 
says. 
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Tools of the Office 


Harter Corp. merely advises that their rigid back steel 
posture chair has three simple handwheel adjustments con- 
trolling height of seat, vertical and horizontal adjustment 
of back. Seat has molded foam rubber cushion. Foam 
rubber also cushions curved-to-fit back rest. The E-15R 
has a heavily embossed metal seat pan to insure perfect 
support. Back rest also has metal pan. The base is con- 
structed of 114” O.D. steel tubing and is equipped with 
2” soft tread ball bearing casters. Clean lines of base pro- 
vide little opportunity for the collecting of dust and dirt. 

The E-15R is arc-welded throughout for greater 
strength. Finish is baked enamel in standard colors or 
those of the leading metal desk and file manufacturers. 

Jasper Chair Co. reports that six models of posture chair 
are available. No. 221 is reported to be fully adjustable, 
having a wood base and back frame, with the back rest 
flexible. 


_ The Mayfair Co. has this to say about their production 
situation: 

“Because of the new law not allowing to nickel-plate, we 
have had to eliminate the nickel finish on our chairs, offer- 
ing the painted finish only.” 

Mayfair reports that these days they are turning out only 
two models, No. 15 and No. 25. No. 25, described as the 
Standard Springback Secretarial, has 1” outside diameter 
steel tubing for the base which is baked enameled in a 
choice of brown, green, or grey. Cushion size is 16% by 
13% inches, 3 inches deep, with foam rubber. Base has a 
ball bearing steel center pin. The back rest measures 13 
by 7 inches, and adjusts up or down 2% inches. Upholstery 
in choice of brown, green, wine, or grey—in leather or 
leather grain finish plastic-mohair Frieze, or Duran. Has 
adjustments for back spring tension; seat height from 17% 
to 22 inches; back frame angle; and back pad height. No. 15 
is pretty much the same chair with exception of seat height 
adjustment 16% to 21 inches, and no spring back and back 
tilt features. 


Shaw-Walter’s 8317-SW27 


“As with most other steel office furniture, Steelcase 
posture chairs are subject to curtailed distribution to regu- 
lar dealer outlets although the line has not been shortened, 
and are available subject to priority regulations,” Metal 
Office Furniture Co., reports. “All shipments are of course 
subject to priority schedules.” 

Six simple adjustments make it possible for the user 
to obtain seating comfort and correct posture from this 
C-70 posture chair. The back can be readily given any 
desired tension or may be easily locked in a rigid position. 
The chair iron is designed to permit the back to be raised 
and lowered or to be moved forward or back to fit the 
occupant. Correct height of the seat is obtained by turn- 
ing the adjusting bell. The chrome plated tubular base is 
fitted with 2” ball-bearing hooded casters. 
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dividends 
deferred 


. . « in efficient seating until FINE-REST 
Aluminum Chairs again become available for 
civilian use. . . . Meanwhile, write us for 


the name of your nearest FINE-REST dealer. 


Join the ranks of the Who's Who in industry 
and finance who are now benefiting by 
increased seating efficiency and decreased 
maintenance through complete installations 
of FINE-REST Chairs. 


“America’s Standard of Business Seating” 


ALUMINUM SEATING 


17 $. CHERRY STREET * AKRON 8,OHIO 
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* * AETNA SAFE CO., 46-50 W. 29th ST., MN. Y¥. 
Distiibulor METROPOLITAN WN. ¥. & EXPORT DISTRIBUTOR 
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Tools of the Office 


Metal Office Furniture Co. puts out an amusingly illus- 
trated and helpful booklet, “You Oughta Hear About My 
Operation,” which tells the user how to get the best results 
from the chair. 

Delivery on two types of posture chairs made by the 
Milwaukee Chair Co. is about 60 days, the company 
advises. 

“Current emergency conditions has not shortened our 
line of secretarial posture chairs. The types of secretarial 
posture chairs still available for general office use are the 
all wood,;,as well as the upholstered types,” Milwaukee 
reports. 

The width of the seat on their model 73%4-F LL is 17 inches. 
Depth of seat is 16 inches. The height of the back is 
adjustable from 13% to 15% inches. It has a moulded 
Latex seat and the seat and back are upholstered in top 
grain leather. 

From New Indiana Chair Co., makers of wood and 
upholstered posture chairs, comes the advice: “We are 
finding it very difficult to obtain the metal chair controls 
needed for making chairs like this and for that reason, it 
is taking from three to five months to make shipments 
after orders are received. 

“In addition to this pattern No. 1410, we also make a 
complete line of executive posture chairs and clerical 
posture chairs, both upholstered and with scooped wood 
seats and backs.” 

Pattern 1410 is available in Walnut, Mahogany, Light 
Golden Oak and Softone Oak finishes. 

“Emergency conditions caused us to shorten our line in 
July, 1950, less than 4 weeks after the outbreak of the 
Korean fighting” Royal Metal Mfg. Co. reports. “This was 
an anticipatory move at that time, which events proved was 
a wise course. However, we did not cut key items from 
the line but rather those accessory items not as important 
to our trade. As a matter of fact, since that time we’ve 
even brought out product improvements in our key items, 
especially in the office field, with the result that we feel 
stronger than ever, product-wise and distributive-wise.” 

“As mentioned above, specialized, important items to the 
trade of ours are available, but on extended deliveries. These 
are executive chairs, posture chairs, related office seating, 
etc.” 

The company reports deliveries to be running 5 to 6 
months on these items, attributable to government mate- 
rial control and production policies and government agency 
purchasing policies “which have placed priorities in the 
hands of those doing business with the government at the 
same time that raw materials have been limited to defense 
goods with durables scrambling for the cast-offs.” 

Regarding maintenance, Royal Metal Mfg. Co. started 
an educational program through its dealer house organ, the 
Royal Reporter, and through 30 odd district sales managers, 
on how to maintain furniture to get the most out of it. 

Royal Metal describes one of their line of chairs as 
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having a foam rubber seat 17” wide and 1544” deep. It 
raises or lowers from 17” to 23”. The fully padded back 
rest adjusts up or down, in or out. Casters are hard rubber 
so they won’t mar floors. A wide range of attractive 
Plastelle enamel colors and a choice of Super-Tuftex 
leatherette or the new Royal Point fabric are available. 

The Shaw-Walker Co. now makes only two models of 
posture chairs instead of seven as a result of emergency 
conditions. 

Delivery dates have been considerably extended on both 
chairs. 

“Shortly before Korea both chairs were completely rede- 
signed so as to assure maximum years of service,” the 
company claims. “The seat frame and the base of these 
secretarial chairs are now cast aluminum. This eliminates 
any possibility of breakage. 

The chairs have an extra thick foam rubber upholstered 
seat and grospoint frieze covering. 

The Sturgis Posture Chair Co. describes the 624N 
Smilemaster as having a coil spring seat topped with foam 
rubber. Claimed as an exclusive Sturgis feature, the 
Follow-Flex back support automatically follows and rest- 
fully supports the back through all normal seated positions. 
The chair is manufactured at both the Sturgis, Mich., and 
Charleston, S. C., plants. 

“Shipments are apportioned to Sturgis dealers on a 
basis of past purchases,” Sturgis advises. 

To date, current emergency conditions have not short- 
ened the line of secretarial posture chairs made by the 
Taylor Chair Co. All Taylor secretarial posture chairs con- 
tinue available for general office purchase through dealers. 

“Delivery dates have necessarily been extended,” they 
say. “It is no longer posssible ordinarily to ship immedi- 
ately from factory stocks. Time of delivery is dependent 
necessarily on ¢uttings . . . when a particular number is 
scheduled in the factory.” 

The Taylor stenographic posture chair illustrated is No. 
884814, built with pivotal follow-through back; five point 
adjustability; foam rubber seat and back, for seating com- 
fort. Height of back from seat is 14%” to 16%” adjustable. 
Sitting depth is 15”. Width of seat at front measures 
171%". 

The Wells Chair Corp .advises that current emergency 


' conditions have not caused them to reduce their line of 


chairs. All types are available, and delivery dates are 
pretty much as they have been. 

“Our No. 825 posture chair is now being used by clerical 
help as well as secretarial workers because of the chair’s 
posture spring-back feature,” a Wells executive said. 


From the left: New Indiana Chair Co.’s Model 1410, 
one of Jasper Chair Co.’s models, Milwaukee Chair 
Co.’s No. 73144FL Deluxe, the Model 8848% of 
Taylor Chair Co., and Wells Chair Co.’s Posture-Rite 
No. 825. 
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The following posture chair manufacturers were con- 
tacted for information in this feature: 


Aluminum Seating Corp. 

17 S. Cherry St., Akron, Ohio 
Artility Metal Products, Inc. 

216 Monger Bldg., Elkhart, Ind. 
Art Metal Construction Co. 

Jamestown, N. Y. 
Barcalo Mfg. Co. 

166 Chandler St., Buffalo, N. Y. 
Blair Aluminum Furniture Co. 

Marietta, Ga. 
Burroughs Adding Machine Co. 

6071 Second Ave., Detroit, Mich. 
Cramer Posture Chair Co., Inc. 

1205 Charlotte St., Kansas City, Mo. 
Dependable Mfg. Co. 

434 Keeline Bldg., Omaha, Nebr. 
Dixie Chrome Products, Inc. 

711 E. Ist Street, Irving, Texas 
Domore Chair Co., Inc. 

Monger Bidg., Elkhart, Ind. 
Emeco Corp. 

Maple Ave., Hanover, Pa. 
Engineering Mfg. Co. 

621 N. eee as St., Sheboygan, Wis. 
Farber, Louis H. 

31 E. Congress St., Chicago 
Fritz-Cross Co., The 

300 E. 4th St., St. Paul, Minn. 
General Fireproofing Co., The 

E. Dennick Ave., Youngstown, Ohio 
Grand Rapids Leather Furniture Co., Inc. 

201 Front Ave., N. W. Grand Rapids, 

Mich. 

Gregson Mfg. Co. 

Liberty, N. C. 
Gunlocke Chair Co., W. H. 

Wayland, N. Y. 


Hamilton Mfg. Corp. 
1503 Cottage Ave., Columbus, Ind. 
Harter Corp. 
Prairie Ave., Sturgis, Mich. 
High Point Bending & Chair Co. 
Siler City, N. C. 


Jasper Chair Co. 
Jasper, Ind. 
Jasper Seating Co. 
Jasper, Ind. 
Johnson Chair Co. 
4401-4531 W. North Ave., Chicago 


Kewaunee Mfg. Co. 

502! S. Center St., Adrian, Mich. 
Knight Mfg. Co. 

3206 Ave. V, Wichita Falls, Texas 


Manhattan Office Equipment Co. 
639 N. Y. Ave., N. W. Washington, 
Cc 


a S 
Marble Chair Co., The B. L. 
89 Willis St., Bedford, Ohio 
Marshallan Mfg. Co. 
10700 Berea Rd., Clevelend, Ohio 
Mayfair Co. 
315 N. Desplaines St., Chicago 
Metal Office Furniture Co. 
1491 Division Ave. S., Grand Rapids, 
Mich. 
Milwaukee Chair Co., The 
120 S. LaSalle, Chicago 
Murphy Chair Co. 
Owensboro, Ky. 
Murphy-Miller, Inc. 
P. O. Box 516, Owensboro, Ky. 


New Indiana Chair Co., Inc 
Jasper, Ind. 
Norcor Mfg. Co., Inc. 
30! Bridge St., Green Bay, Wis. 
Ohio Chair Co. 
813 N. State St., Girard, Ohio 
Remington Rand, Inc. 
315 Fourth Ave., New York 


(More posture chair listings on next page) 


bping 


TAYLO! 


WAS BUILT 


A modern and harmonious- 
ly styled general office ensemble that is adapted for 
a complete office installation. Engineered for seat- 
ing comfort with proper support, pitch and balance. 


Use with modern wood and steel desks. 


Write for literature and name of nearest dealer 


THE TREO CHAIR COMPANY 
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This fresh young thing is still 
fresh at the end of a busy 
day. Reason: she sits in an 
individually fitted Sturgis 
posture chair. A capable girl 


\ 


5 and a Sturgis chair are always 


* 


a good production pair. 


Executive, stenographic, reception 
and institutional chairs posture-de- 
signed for the person and the purpose. 


é 
WS POSTURE CHAIR CO. 
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(Posture chair manufacturers listing continued from the 
previous page) 


Riteform Chair Co., Inc. 

43 S. Oxford St., St. Paul, Minn. 
Royal Metal Mfg. Co. 

175 N. Michigan Ave., Chicago, Ill. 
Frank Scerbo & Sons., Inc. 

563 Pearl St., New York City 
Shaw-Walker Co. 

Muskegon, Mich. 
Sheboygan Chair Co., Inc. 

1030 S. 7th St., Sheboygan, Wis. 
Shepard Chair Co., N. T. 

P. O. Box 1656, Salt Lake City, Utah 
Sikes Co., Inc. 

20 Churchill St., Buffalo, N. Y. 
Stanley Mfg. Co. 

2310 N. Main St., Fort Worth, Texas 
Stout Chair Co. 

Liberty, N. C. 
Sturgis Posture Chair Co. 

Sturgis, Mich. 
Taylor Chair Co. 

Bedford, Ohio 
Tell City Chair Co. 

Tell City, Ind. 
Tibo Corp. 

60! Madison Ave., New York City 
Toledo Metal Furniture Co. 

1100-1200 Hastings St., Toledo, Ohio 
Wells Chair Corp. 

725 S. LaSaile St., Chicago 
Worden Co., The 

200 E. 17th St., Holland, Mich. 


Numbering 


Machines 


AVAILABLE 


NUMBERING MACHINES continue in good supply, 
these days, with deliveries somewhat extended by 
reason of increased demand. Specially constructed ma- 
chines will, of course, take longer for delivery. 


The American Numbering Machine Co. reports that their 
new Speed Set numbering machine is used for numbering 
bank account cards, passbooks, etc. 

“This machine, known as American Speed Set Model on 
a Platform, has an advantage over other types of number- 
ing machines in that any number can be very quickly set 
up by levers on the front of the machine,” American ex- 
plains. “A platform can be furnished with the machine 
to hold the account cards, passbooks, special business 
forms, tags, labels, etc. A counter and locking device can 
also be supplied with the machine.” 

Referring to current supply conditions, the company says 
emergency conditions have not caused them to shorten 
their line, and all American Visible models, 5 in 1 machines, 
Numberettes, Daterettes, etc., are still available. 

“We likewise can supply all special types of numbering 
machines and daters.” 

“All models are available for prompt delivery,” they say. 
“In most cases we still have machines in stock. However, 
special machines have to be made up special to order.” 

Bates Mfg. Co. reports that their line of numbering 
machines remain unaffected by increasing raw materials 
shortages. Here again, deliveries have suffered somewhat, 
with the company assiduously seeking proper substitute 
materials for scarce components. 

Current conditions have not forced the William A. Force 
Co. to shorten its line of numbering machines. 

(To page 49) 
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Tools of the Office 


(From page 48) 


“Delivery dates have only been extended on ‘specials’ 
such as wheel arrangements other than standard, specially 
engraved figure wheels and special actions or movements,” 
the Force company says. 

“In direct mail letters to dealers and users we are recom- 
mending careful treatment of present equipment in the 
event that new machines may be harder to obtain in the 
future.” ‘ 

The Force company has developed a new ribbon inkin 
hand numbering machine for use in connection with hecto- 
graphed order control systems. It is claimed to produce 
sharper and cleaner results than would be obtained from 
figures inked in the usual way from a felt ink pad. 

“Figures are only in contact with ribbon at moment of 
making impressions,” they say. “This is important, as 
hectograph ink has a tendency to be injurious to the faces 
of the figures due to its chemical content. Usual wide 
variety of figure styles and sizes are available as well as 
standard movements of consecutive, duplicate and repeat; 
triplicate or quadruplicate movements available at slight 
extra charge.” 


i _ 


The Roberts Numbering Machine Co. is now placing on 
the market its new Model 95 hand numbering machine. 
This unit is finished in polished chrome and luster black, 
and fitted with a grip-shaped black and red plastic handle. 

As the result of an extensive tooling and redesign pro- 
gram all parts are made of steel and fitted with clock-like 
precision. The Model 95 is a 5-action machine which per- 
mits the same number to be printed from one to five times, 
or it may be set for a continuous repetition of any number. 

Its chief mechanical feature lies in the quickset dial on 
the front of the machine which enables an operator to 
change the action instantly. The action mechanism in the 
Roberts 95 is completely contained in the front cover sec- 
tion. This arrangement has the advantage of permitting 
the removal of the action mechanism by removing one 
screw, and allowing the installation of a new action by 
anyone who can handle a screw driver. 

Fitted with a Roberts long-life inked pad, which auto- 
matically inks the wheels after each imprint, the machine 
is constructed throughout to give a long life of rugged 
service. 

A 6-wheel Roberts Model 95 is priced at $25.50 and is 
available in five figure styles. The Roberts 95 is also avail- 
able with eight actions or fourteen actions at $29.50. 

The Roberts standard Rapidprint electric numbering ma- 
chine Model AN has six wheels which advance consecu- 
tively as each stamp is made. Variations are possible per- 
mitting up to twelve wheels engraved with figures, letters 
and characters. The wheels are a special hard brass en- 
graved with a Gothic type face. Actions available include 
repeat, consecutive, and on up to quintuplicate. A manual 
consecutive lever can be furnished if the number must be 
printed an irregular number of times before changing to 
the next higher number. The machine can be had with 
a repeat lever which locks the action when desired. The 
Model AN is designed especially for carbonized multiple- 
form vouchers and coding, but may be used for many other 
control purposes. 
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Roberts advises that they have not reduced their line of 
machines and that deliveries are being maintained. 

Time Date & Number, Inc., is another numbering ma- 
chine manufacturer reporting: 

“Present emergency conditions have not materially short- 
ened our liné,’ they advise. “While deliveries might be 
slightly delayed, we have been able to take reasonably good 
care of virtually all customers. And all models that we 
normally make are available for general office purchase. 


1 


Above, from the left: Hand num- 
bering machines, Force’s Model 
150, the new Roberts Model 95, 
and one of the models offered by 
the Bates Mfg. Co. To the left, 
from the left: the new American 
Numbering Machine Co. Speed Set, 
mounted on a ‘platform, and two 
models by Time Date & Number, 
Inc., one electric model, and a new 
manual model, 


“The two machines illustrated in the photograph are 
definitely new trends in the numbering and/or dating of 
business documents. Either of the two machines illus- 
trated can be prepared for good penetration of carbonized 
forms. This last application is usually for cases where the 
information cannot be inserted on the carbonized forms 
while the work is still in the typewriter.” 


The following manufacturers were contacted in preparing 
this rounp-up: 
Ajax Time Stamp Co., Inc. 
368 Broadway, New York, N. Y. 
American Numbering Machine Co. 
Atlantic and Shepherd Aves., Brooklyn, 
N.Y. 
Bates Mfg. Co., The 
30 Vesey St., New York City 
Cummins Business Machines Corp. 
4740 Ravenswood Ave., Chicago 
Dri-Flo Mfg. Co. 
642 E. Ten Mile Road, Haze! Park, 
Mich. 
Force & Co., Inc., Wm. A. 
64 White St., New York City 
Gibson Co., Inc., A. C. 
70 Oak St., P. O. Box 387, Buffalo, 
N. Y. 
Miller Products Co., Inc. 
(specially built) 
25 Warren St., New York City 
National Seal Works 
1219 E. Main St. P. O. Box I-E, 
Richmond, Va. 
Roberts Numbering Machine Co. 
700 Jamaica Ave., Brooklyn, N. Y. 
R. H. Smith Mfg. Co., 
367 Worthington St., Springfield, Mass. 
Time, Date & Number, Inc. 
368 Broadway, New York City 
(To page 50) 
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Tools of the Office 


Stapling Machine Deliveries 
Somewhat Extended 


STAPLING MACHINE manufacturers generally re- 
port that raw materials shortages are being felt—that 
aluminum and nickel are the chief offenders. Yet lines 
are not being reduced. Deliveries are reported to be 
stretching out somewhat. 


Ace Fastener Corp. describes a line of four stapling ma- 
chines and a staple remover, all of which seem to be un- 
affected by the current raw materials situation. Aceliner, 
the company reports, measures 7% inches long. Made of 
steel with triple-plated chromium base. Plastic top avail- 
able in four colors (Red, Green, Brown, Black) to har- 
monize with interior decoration schemes oi office. This 
machine has four operations: it staples, pins, hand-fastens, 
tacks. Streamlined design fits the hand. Ruggedly built 
for long life. Rubber bumpers permanently affixed to base 
permit machine to be used on wood surfaces without dan- 
ger of marring or scratching. Aceliner loads 210 staples. 

Ace Pilot is a medium-size model, 6% inches long. Steel 
construction, high plated finish. Staples and pins. Loads 
210 staples. Rubber bumpers on base. The Ace Scout is 
a smaller stapler—approximately 5 inches long. Loads 105 
undulated staples. The Scout staples, pins and tacks. Low 
cost. 

Ace Clipper is described as being desirable where closing 
sample bags, or wrapping bulky, irregular objects, is a part 
of office routine. 

“Although light and easy to use, it is durably built for 
long, frequent use,” the company claims. “Hand grip for 
efficiency in action. Loads 210 staples.” 

Ace Staple Remover removes staples without damage 
to paper. Its steel jaws work with quick, easy action to 
lift staples out of paper. Brown plastic moldings smoothly 
fit fingers. 

Arrow Fastener, Inc., feels that the staple and stapling 
machine industry has managed to maintain a good volume 
of production but report that the overwhelming demand 
has kept shipping schedules several weeks behind. 

“The production of standard staples, particularly, remain 
far behind and there is little prospect for any immediate 
improvement,” they say. ‘Federal and local procurement 
agencies have unfilled requirements on hand that could 
take almost one full year production by the entire staple 
industry and that stands ready to take up any slack in 
shipping pressures.” 

Arrow points out that stapling machine shipments have 
shown a little improvement in recent weeks but that the 
new restrictions on the use of steel which are in the offing 
will probably make the situation worse than ever. 

They describe their line as follows: 

No. 11, for light utility in home, school and office—Com- 
bination stapler, tacker and plier. Grey wrinkle finish. 
Fastens up to 35 sheets of paper. 
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No. A-44, combination stapler and tacker. Chrome plated 
with rubber cap and wrinkle finish base. Fastens up to 35 
sheets of paper. 

No. 105, a streamlined, durable model—Precision-built. 
Combination stapler and tacker. All-steel construction, all- 
chrome finish. Fastens up to 40 sheets of paper. Tempo- 
rary and permanent stitch. 

No. 202, a standard stapler for heavy duty use—Precision- 
built with same features as No. 105. 

No. 203, an all purpose standard stapler—Combination 
stapler and tacker. Chrome finish with rubber cap. Fastens 
up to 40 sheets of paper. Temporary and permanent stitch. 

No. 200, a heavy duty deluxe wrist-action standard 
stapler—Hardened steel construction, all-chrome finish. 
Fastens up to 40 sheets of paper. 

Arrow warns that in most cases where the staplers are 
of steel construction, there is a slight moderation in the 
filling of dealers’ orders. 

Model No. 202 stapler has been improved with a pre- 
cision-locked mechanism for positive staple control. This 
keeps all parts securely locked in position, and automatical- 
ly safeguards against jam-clog conditions. No. 105 has 
been improved with new easy-to-get-at mechanism. This 
feature is a latch which, when pushed back, opens ma- 
chine to inner mechanism. This enables user to get at 
staple track and clear up any jam-clog condition that might 
occur. This latch also acts as a self-locking device by 
pressing cover and mechanism together. 

The Bates Mfg. Co. advises that the complete line of 
Bates staplers are still available for general office purchase, 
however, all models are running from 30 days to five 
months. 

Bates reports that their efforts to find suitable substitute 
materials keeps abreast of the current raw materials supply 
situation. The company advises that its new electric stapler 
(pictured) makes its own staples from a roll of strip steel. 
One roll gives 5,000 staples. The machine is actuated when 
the paper to be stapled together is inserted in the throat 
of the machine. About 20 to 25 sheets of ordinary paper 
is the capacity. Works on AC current only. Bates ad- 
vises that the machine has found effective use in offices 
where high volume stapling jobs are the routine. 

Bostitch, Inc. has this comment: 

“Generally speaking, the Bostitch line of office staplers is 
still available, subject to possible slight delays from time to 
time in some models. 

“Mouel B8R Bostitch Stapler with attached staple re- 
mover, and combining the added features of a stapling plier 
and tacker, is currently available for prompt deliveries.” 

Fastener Corp. identifies the Duo-Fast Pocket Stapler as 
being fountain pen size, weighing 1% ounces. It holds 
100 staples and fastens as many as 12 sheets of paper, ac- 
cording to the manufacturer. 

(To page 52) 


_'From the left: Arrow Fas- 
'tener’s Model 202, Speed 
‘Products Co.’s No. 4 Swing- 
‘line model, and the Hotch- 


kiss Director. 
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REMEMBER THE NAMES OF STAPLERS MADE BY AGE? 


HE names of ACE Staplers are short, easy HOW THE ACE PROCESS OF TREATING 

to remember . . but be sure to emphasize WIRE MAKES ACE STAPLES STRONGER 
™ “ACE”, with unmistakable determination. No 
35 matter what price you are prepared to pay, 
It. you’re sure to find a better ACE Machine to 
meet your budget. Ruggedly built, with watch- 
like precision, of finest materials, they give a 
lifetime of service and satisfaction. Millions 
are in use throughout the civilized world. 


FIGURE 1 FIGURE 2 
FIGURE 1. . Shows a cross-section of an ALL-ROUND 
rd BEFORE YOU BUY, SEE THE FULL LINE OF ACE STAPLING EQUIPMENT steel wire. Ace uses only premium, precision-mede, 


occurotely drawn-to-size steel wire. 

FIGURE 2. . Shows the all-round steel wire after being 
BEB treated by the ACE PROCESS. This gives maximum 

aid — > 259 strength on the outer edge where it is needed most. 
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ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 12 
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From the left: the Bostitch stapler, the J-30 plier type of Neva-Clog Products, the T-100 of Wilson 
Jones, and the Aceliner of Ace Fastener Co. 


(From page 50) 

The Duo-Fast uses a special size staple. 

“Free repair service is always available on Duo-Fast 
equipment through 30 sales and service offices in principal 
cities,” the company advises. 

E. H. Hotchkiss Co., says that no shortages exist as far 
as their line is concerned. The complete line of staplers 
is available, with deliveries just about what they have been 
in the past. 

The Hotchkiss Co. reports that the new No. 20 Director 
staples, pins or tacks with the application of the minimum 
pressure. This is an all-steel stapler with a new feed con- 
trol mechanism, new skidproof base, a new, more com- 
fortable cap plate, and a new front plate for easier cleaning. 
The Director holds 210 staples, and costs $7.50. 

Markwell Mfg. Co. reports that at the present time de- 
livery of just about everything shown in their catalog is 
quite prompt, with no reduction in the line of nine staplers. 

“In view of the fact that during our entire business exist- 
ence we have never charged a cent for service or parts to 
the users of our office fasteners and office fastener staples, 
we are completely set up to maintain our products in opera- 
tion to the very limit,” Markwell promises. 

“An interesting development results from the fact that 
our Staple-master and Staple-chief use three leg lengths of 
staples,” Markwell says. These are a 4” leg staple for ordi- 
nary work, a 5/16” leg staple for medium duty work and 
a 3” leg carbon steel staple for heavy-duty work. Thus the 
concern which uses a stapler for ordinary work can use a 
Markwell Staple-master and then, when they have a heavy- 
duty job, simply remove the 4” inch leg staples and insert 
either medium-duty or heavy-duty leg staples.” 


Neva-Clog Products Co. recognize that adverse conditions 
are at hand, but they have not shortened their line of 
staplers. 

This manufacturer is from one to three months behind 
on deliveries on all items, and due to increased demand 
plus shortages, has been compelled to place dealers and 
distributors on an allocation basis accepting orders on 
purchases made during the base period July Ist, 1949, to 
June 30, 1950. 

“We do accept orders where no base exists but only 
on a provision of when and if possible to make delivery,” 
they advise. 

“We are not making any particular special provision for 
maintenance because we always have worked on the prem- 
ise that greater service is conducive to good business and 


Below, the Markwell Mfg. Co. Pacemaker, and, right, the 
Duo-Fast pocket stapler. 


Fe 
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are, of course, continuing this policy,” Neva-Clog reports, 
adding that the trend is toward the increased use of the 
plier stapler for special applications in the office, particularly 
for filing, actuarial filing and in the stenographic department 
because of the convenience of the plier-type machine. 

“For executive use it is particularly adapted because it 
can be put in the desk drawer when not in use, or carried 
in a brief case by reason of its size and shape.” 


Speed Products Co., Inc., makers of a line of close to 
two dozen different models of stapling machines, report 
that they are still satisfying all orders. 

“Production of our regular line goes on,” the company 
reports, “though the Jewel-Tone line is somewhat limited.” 

The critical shortage of nickel precludes the full produc- 
tion of Jewel-Tone models since nickel is the base for the 
chrome with which the various models in this line are 
plated. 

The Speed Products Co. Swingline No. 4 stapling ma- 
chine staples, tacks, and pins. Hold 210 standard staples. 
Claim is that “unique stroke control assures jam-free opera- 
tion.” Speed Products reports that moving parts are case- 
hardened to minimize wear, while finished surfaces are 
Bonderized to resist rust and for perfect finish. 

The Speed Products line encompasses various types of 
office and heavy-duty staplers, including pocket plier types. 


The Staplex Co., makers of an electric-powered stapler, 
report that “during present emergency conditions, we have 
had to curtail to some degree our production of these ma- 
chines. To date it has averaged approximately 65% of nor- 
mal manufacture.” 

While the machine is still available for general office pur- 
chase, in some cases delivery runs from six to eight weeks. 

Special bulletins are sent to distributors, so they may 
inform customers of the proper uses of the machine to elimi- 
nate extra maintenance, and insure better care, the com- 
pany reports. : 

Stapling position is quickly and fully adjustable for the 
entire depth of the machine by simply turning the knob 
to any position on the calibrated scale, range up to 44 
inches. Special staples are not required. Standard preformed 
staples % inch in width with % inch leg are used. Easy to 
load. 

United Cutlery and Hardware Products Co. report that 
they are distributors of a German-made stapler, made en- 
tirely of steel in a choice of two colors—red and green, 


(To page 54) 
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- He’s Freddy, our one-man repair department—and 
he’s really willing and able! But, why ONE MAN? 
Because Swingline products rarely need servicing. 
It is understandable, too, for Swingline engineer- 
ing, quality control and manufacturing skill are 
producing the most trouble-free line of staplers, 
tackers and staples ever made. 


Tops Pertormance... 


a and lopsin Sales 


1 Moving parts are case 
hardened to minimize 
wear. Finished surfaces 
are Bonderized to resist 
rust and for perfect finish. 


2 Every Stapler must 
pass a rigorous, individ- 
val hand-test for per- 
formance thru prescribed 
multiple thicknesses of 
paper and card stock. 


3 Mechanical break 
down tests (100 strokes 
per minute) constantly 
test parts and maximum 
machine life. Similar tests 
prove design changes 
before adoption. 


—: ——_: 


IT STAPLES! IT TACKS! IT PINS! 


Exclusive, open staple channel means easy, split-second 
loading of 210 standard staples at one time. Ingenious, 


4 Magnified shadow- ‘ unique stroke control assures jam-free operation. Broad 
graph inspection of sta- rubber feet protect desk tops and allow firm, shock-free 
ples insures dimensional operation. Choice of Jeweltone decorator colors with 
uniformity of every chrome, or modern gray crackle finish. 

Swingline staple ... an 


absolute must for trouble- .. y DP 0 N T phi P a S 

A round wire and extra 
Wee eperation. sharp points for clean, quick 
penetration. Thoroughly in- 
spected for uniformity and per- 
fect alignment. 


ZZ» SPEED PRODUCTS COMPANY. INC. 


LONG ISLAND CITY £ MEW VORA 
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‘NO WASTE ata & eee 


Story 
SHORT! 


Ose... 


Snappgeey 


One-Time 


‘is Carbon-Interleaved 


_\ \ BUSINESS 


FORMS 
For SPEED... 


ACCURACY.. 
ECONOMY 


in office and factory record-keeping activity. 
& 


TAILOR-MADE .. . to meet 

your special requirements. 

Snap-Easy Sets * Continuous Forms 
Fold-over Statement Forms. 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a SnapSasg- 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


DEPT. M, GAVRIN PRESS BLDG. 


New Rechelle + Maem 4 


Tools of the Office 


and making use of standard size staples, this model has the 
feature of a reserve compartment for reserve supply of 
staples. The list price is $4.00. 


Left: 
The Bates Mfg. 
Co.’s electric 
stapler. 


Right: 
Staplex Co.’s 
electric stapler. 


Wilson Jones Co. claims that the aluminum stapler re- 
ferred to as the Tatum embodies several distinctive features. 
The die-cast aluminum body and base reduce the number of 
parts, affording greater accuracy with lightness of weight, 
they say. Working parts of hardened steel with removable 
staple channel, provide dependable, jam-free operation. It 
staples, pins and tacks. When used as a tacker, the base 
serves as a handle, held firmly by friction clutch. 

At present, the Wilson Jones stapler line is composed of 
three models, with two other models planned for production 
soon. The T-100 (pictured) has an over-all length 7% 
inches, and uses strips of 210 staples. In production now are 
models T-155, described as suitable for the home and small 
office, with an over-all length of 4% inches, capacity of 105 
staples; and T-215, a plier type, which uses a strip of 105 
staples and measures 4% inches in length. 

Scheduled to go into production later are models T-110, 
over-all length 7% inches with a reach of 4% inches, 
capacity 210 staples; and T-210, another larger type of sta- 
pling plier, 6% inches in length with a capacity of 210 
staples. Designed for the plier types is a chain, model 
T-133C, which hooks into plier base and clips into belt, 
pocket, or attaches to store counter. 

Prices are as follows: T-100, $7.00; T-155 and T-215, 
$2.90; T-110 and T-210, $5.00. 


Ace Fastener’s 
staple remover. 
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The following manufacturers were contacted for the stapling 
machine section of this month’s feature: 


Ace Fastener Corp. 

3415 N. Ashland Ave., Chicago 
Acme Staple Co. 

1643 Haddon Ave., Camder, N. J. 
Arrow Fastener Co., Inc. 

30-38 Maujer St., Brooklyn, N. Y. 
Bates Mfg. Co., The 

30 Vesey St., New York City 
Bostitch, Inc. 

Mechanic St., Westerly, R. |. 
Fastener Corp. 

860 Fletcher St., Chicago, Ill. 
Hotchkiss Co., E. H. 

10 Hoyt St., Norwalk, Conn. 
Markwell Mfg. Co., Inc. 

200 Hudson St., New York City 
Metal Specialties Mfg. Co. 

3200 Carroll Ave., Chicago 
National Business Systems, Inc. 

724 9th St., N.W., Washington, D. C. 
Neva-Clog Products, Inc. 

506 Logan St., Bridgeport, Conn. 
Precision Staple Corp. 

3 Waverly Pl., New York City 
Speed Products Co., Inc. 

37-18 Northern Blvd., Long Island City 

iY. 

Staplex Co., The 

70 Jay St., Brooklyn, N. Y. 
United Cutlery and Hardware Products 

Co. (imported) 

108 E. 16th St., New York City 
Wilson Jones Co. 

3300 Franklin Blvd., Chicago 


Pencil Sharpeners 


Curtailment 
Anticipated 


WHILE PENCIL SHARPENERS are expected to be 
in good supply for the immediate future, there are 
indications that curtailment in the manufacture of 
these devices will occur some time in the Fall by rea- 
son of limitations on the use of zinc, nickel and steel. 


According to the Automatic Pencil Sharperner Co., they 
have not yet been caused to shorten their line of pencil 
sharpeners, “however, we expect that it will be necessary 
for us to reduce our line by late Fall.” 

At the present time all models of APSCO pencil sharpen- 
ers are still available for general office purchase, they report, 
adding that it has been necessary to extend delivery dates 
on all models which they make. Delivery dates on Midgets, 
Chicago 2N, Giant 2N and Premier 2N are approximately 


Tools of the Office 


United Cutlery and Hardware Product Co.’s stapler. 


30 days from date of order. Deluxe Models of the Chicago, 
Giant and Premier are running 60 days from date of order. 
Dexter Model A and B Sharpeners are on a 120-day delivery 
schedule. 

“We have intensified our efforts in the interest of length- 
ening the life of our sharpeners by providing informatags 
which are packed in the individual boxes plus the attached 
brochure “Care of the Pencil Sharpener” which we have 
available for free distribution,” they advise. 

Three pencil sharpener models made by the Joseph Dixon 
Crucible Co. remain in production, with no anticipation of 
raw materials shortages which might tend to interfere with 
production later on. They report that deliveries generally 
are on an immediate basis. 

Probably for reasons already mentioned, the C. Howard 
Hunt Pen Co., have discontinued production of their Boston 
Silver Comet for the time being. But seven models in the 
line are still available. 

“On all Boston models there is a more or less extended 
delivery date, which has been improving rather than worsen- 
ing,” this company reports. 

“We are encouraging the use of replacement cutters and 
good maintenance and care. We will have a special bulletin 
on this subject within a month or two,” they say. 

The Morrisharp Electric is the only type of pencil sharp- 
ener made by the Bert M. Morris Co. 

“Deliveries are current and production anticipated with- 
out interruption for 1951,” they say, adding that the “future 
beyond that is not bright.” 

The current model represents the latest in electric models 
and contains many improvements over models as recent as 
last year, they say. 

“The Morrisharp is designed for handling the office needs 
of from 6 to 20 people, based on the national average of 11 
sharpenings of 1 pencil per person per day, or the equal by 
sharpening 11 pencils once each per day. 

“The machine will not handle production runs where 
thousands or even hundreds of pencils are needed in a con- 
tinous run as the motor is of the intermittent type and must 
be allowed to cool at approximately 15 minute intervals.” 
they advise. 


From the left: Morrisharp electric pencil sharpener, 
and hand models by Joseph Dixon Crucible Co., 
C. Howard Hunt Pen Co., and American Automatic 
Pencil Sharpener Co. 
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High Speed 
Computer 


Goes to Work 


UNIVAGC, the new high speed electronic computer, 
was officially turned over to its owner, the U.S. Bureau 
of the Census, at ceremonies which took place at the 
Eckert-Mauchly Corp. laboratory in Philadelphia on 
June 14th. That day, as part of the presentation cere- 
monies, the device went to work tabulating census in- 
formation for Monroe County, Iowa, St. Helena 
Parish, La., and Charlottesville, Va., as top represen- 
tatives of Remington Rand, Inc., parent company of 
the Eckert-Mauchly Corp., the Department of Com- 
merce, the National Bureau of Standards, and the 
Bureau of the Census made addresses signifying for- 
mal presentation and acceptance of the machine. The 
Univac completed its assigned chores well before the 
not over-long festivities came to a close. 

James H. Rand, president of Remington Rand, Inc., 
told a large audience of interested government offi- 
cials, technicians, and representatives of the press that 
Univac marks a major milestone in the nation’s prog- 
ress, and is important not only to its commercial prog- 
ress but to national defense as well. 


“The application of the Univac in commercial, na- 
tional defense, and scientific fields requiring high 
speed computing are virtually unlimited,” Mr. Rand 
said. “It is an important new tool for industrial mobi- 
lization, capable of improving the entire complex of 
our national production, distribution, and manpower 
pattern.” 

In accepting the Univac for his Bureau, Dr. Roy V. 
Peel, director of the Census said, “We hope this new 
tool will significantly increase the efficiency with which 
our Bureau discharges its responsibilities in connec- 
tion with our defense mobilization. The Census, as the 
major statistics collecting and processing agency of the 
United States Government, plays a crucial role in our 
defense program.” 

Assisting in the dedication were such government 
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TOP BRASS, SEE UNIVAC, From the left: James H. 

Rand, president of Remington Rand; Dr. Roy 

V. Peel, director of the Bureau of the Census; Lieut.- 

Gen. Leslie R. Groves, vice-president of Remington 

Rand; Secretary of Commerce, Charles Sawyer; Dr. 
Edward U. Condon, director of the National Bureau 

of Standards, and Mr. Albert Greenfield, president of 

the Chamber of Commerce of Philadelphia. Seated: 

Professor J. Presper Eckert of Remington Rand, co- 
inventor of the Univac. 


leaders as Secretary of Commerce Charles Sawyer, and 
Dr. Edward U. Condon, director of the National Bu- 
reau of Standards. Other speakers were James L. Mc- 
Pherson, Bureau of the Census, Dr. S. N. Alexander, 
National Bureau of Standards, and Albert Greenfield, 
president of the Chamber of Commerce of Philadel- 
phia, who acted as master of ceremonies. 

The program also included a terse description of the 
Univac by J. Presper Eckert, co-designer of the system 
with Dr. J. W. Mauchly, and a press conference. 

The operation of the Univac is based on the “read- 
ing” of a magnetic recording tape, which feeds “in- 
structions” and data, prepared by a device resembling 
a typewriter, into an electronic calculating unit which 
turns out the answers and sorts and collates the result- 
ing information. Univac also checks its own answers, 
not only for accuracy of figures but of names. 

The claim is that the actual operation of the Univac 
is comparatively simple. An operator types on a key- 
board of a “Unityper” the letters and figures desired. 
A coded character is recorded on the magnetic tape, 
in much the same manner that a teletype machine 
punches holes in tape. The magnetic tape utilizing a 
“Uniservo” tape-feeding device, introduces these char- 
acters into one electronic calculating unit at a rate of 
more than 10,000 per second. A “Uniprinter” presents 
the final result of the operation in printed form. 

In addition to its calculating circuits, the unit has 
internal registers knowns as a “mercury memory,” 
which operate on sound waves traveling through a 
tube of mercury. More than 13,500 characters can be 
retained at one time. 

The ability of the Univac system to handle alpha- 
betic entries and to perform “logical” operations upon 
them permits it also to sort lists of names. The user 
is no longer required to assign numbers to represent 
the names of suppliers or customers, for example, but 
instead may use the names directly, if he chooses. 

Dr. Alexander acted as moderator for the press and 
elicited other information as to the machine’s future 
applications. 

Aside from its mathematical and scientific research 
applications, the Univac is said to have many potential 
business uses including payroll computations, with in- 
tricate work rate calculations and numerous tax and 
other deductions; complicated accounting procedures; 
various types of customer billing, including public 
utility rate structures and meter readings; and manage- 
ment controls of inventory, production, sales and per- 
sonnel. 

Just now the Univac is somewhat beyond the budget 
of the average office. The cost of a Univac system varies 
according to the number of subsidiary components re- 
quired, but the minimum cost is set at about $600,000, 
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In these days of high costs, here is a refreshing change . . . a 
practical, essential office equipment item about which you may 
ask, “How much does it SAVE me?” rather than, “How much does 


it cost me?” 


Pres-to-line actually earns its own cost, and continues to save 
after it pays for itself! This has been proven by time and motion 
surveys conducted by universities, business and government 
methods departments. Based on user surveys, Pres-to-line saves 


an average of 23% of office typing costs. 


The Pres-to-line Typing System was developed by following the 
suggestions of thousands of typists who recognized the need of 
scientifically designed reading equipment. Pres-to-line is the only 
modern typewriter reading equipment on the market today, of- 


fering exclusive features that place it in a class by itself! 


ae ee 


' portrait of a contented executive 


Pres-to-line increases the speed and efficiency of your typists by 
allowing them to read faster. Regardless of what kind of type- 
writer they are using . . . standard or electric . . . they can type 


only as fast as they can read. 


Pres-to-lines are in daily use in many thousands of business and 
government offices. Its list of satisfied users reads like a “Who's 


Who” of nationally known business and industrial firms. 


Pres-to-line is fully guaranteed. With Pres-to-line, you increase 
economy, efficiency, and speed of your typists . . . thereby elimi- 
nating overtime. If your office is not already equipped with 
Pres-to-line, it will pay you to look into its many advantages— 
now. Write, or mail coupon below, today for complete details. 


No obligation, of course. 


see your phone directory for local distributor 
@eeeeeeeeecescrcee#eeeseeeeeseesteee#e#s#e#eteeeeesee ®@ 


_ FREE DETAILS — 


_NO OBLIGATION ; 


PRES-TO-LINE CORP. OF AMERICA OFF-5-51 
2339 COTNER AVENUE 


LOS ANGELES 64, CALIF. 

Gentlemen: 

1 am interested in learning more about Pres-to-line. Please send full 
information at no charge or obligation. 


NAME TITLE 
FIRM ADDRESS 
CITY. ZONE STATE 
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In erasing, magic is as magic does! 
ciently sized and shaped Weldon Roberts Erasers assure 
you of cleanest, neatest, fastest erasures, saving the entire 
rewriting of letters and records that could be spoiled by 
“messy” erasing. 


340 CORAL PINK : 
Soft, pink pencil eraser in 
immensely popular ‘‘stubby,”’ 
double-beveled shape. A 
highly versatile eraser for 


WELDON ROBERTS RUBBER CO. 


rae 


IN 
_ BUSINESS 
TOO... 


Magic Is As Magic Does! 


There’s no rabbit trick—no magic art—when it comes to 
finding the best way of saving time and tempers in offices 
when mistakes are made in handwriting, typewriting and 
business machine impressions. 


Superb quality, effi- 


THESE WELDON ROBERTS ERASERS 
SHOULD BE IN YOUR OFFICE 
ELLIPTIC Soft, gray eraser in 


handy elliptical shape for pencil and ink 
erasures on all 
accounting, drafting, hand-writing. 


types of work; typing, 


930 ENSEMBLE 
Give one to every 
office worker. En- 
semble is an eraser 
that does most every- 
thing. Handy, bias 
beveled shape. Soft, 
pink pencil rubber 
joined to soft, gray 
ink eraser. For ink, 
pencil and crayon 
erasing. 


e and drafting 


There are many other styles in Weldon Roberts 
Erasers, too, especially suited to your require- 
ments. Ask your dealer for recommendations, or 
write us. 

Newark 7, N. J. 
World’s Eraser Specialists 


WELDON ROBERTS RUBBER 


C0. 


Newark 7, N. J. 
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Work Distribution 


(From page 28) 
tion, he might assemble his findings somewhat as fol- 
lows: 
The direct labor cost of this report is as follows: 
18 hours @ $1.15—$20.70 
4 hours@ 1.25— 5.00 
1 hour @ 5.00— 5.00 


$30.70 

Fifty reports a year would give a cost of $1,500.00. 
Further, this report should carry its fair share of the 
overhead. Suppose that conservative computations 
place this at $600.00. 

The question then becomes, “Is this information 
worth $2,100.00 a year?” 

(10) The chart often helps to keep a proper perspec- 
tive on the part of the supervisor as well as the 
analyst. 

How often has the following tableau occurred: 

Act I (At start of survey) 

Supervisor: “Boy, V'll tell you our big problem is 
the payroll. Especially the computation of incentive 
payments. That’s really a headache, and it holds us 
back from our other work!” 

Analyst: “Let's see what we can do.” 

Act II (A few months later) 

Analyst: “Well, what do you think of the new pay- 
roll procedures?” 

Supervisor: “Oh, they're somewhat of an improve- 
ment. Make it a lot easier to compute pay. However, 
payroll never was a major problem with us, anyhow.” 


The work distribution chart has other values, too. 

(11) It encourages the supervisor to think analytically 
about his own section. 

(12) It provides the supervisor with a tool that he can 
use for many years after the analyst has com- 
pleted his study. 

(13) It helps to reveal any supervisor who is an “em- 
pire builder.” 

(14) Sometimes it discloses a weakness in the internal 

- control previously overlooked. 


This article has attempted to demonstrate how an 
hour’s review of a typical work distribution chart will 
suggest to an experienced analyst a great number of 
pertinent questions. It will not supply any answers, 
because the development of further facts will often 
cause the analyst to modify his preliminary judgments. 
The reader who can see merit in this type of chart is 
invited to experiment with it in his own problems of 
clerical analysis. 


Space Standards 
(From pager 31) 
the standards, merely asks the payroll supervisor to in- 
form him of the category of each employee.) 

Because of the special requirements of their work, 
employment interviewers and buyers are given private 
offices. This illustrates the need to consider factors 
other than salary. By thus recognizing and providing 

(To page 60) 
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TOOLS OF THE OFFICE 
SERIES FOR 1951 


JANUARY 


Executive chairs, office safes, and check 
devices. 


FEBRUARY 


Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 


MARCH 


No “Tools” feature this month. 


APRIL 


Fans, air circulators, air conditioning 
units, and water coolers. 


MAY 


Floor coverings, mailroom equipment 
and machines. 


JUNE 


Bookkepping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment. 


JULY 


Staplers, numbering machines, and 


secretarial posture chairs. 


AUGUST 


Adding and calculating machines, mic- 
rofilm equipment, and dictating ma- 
chines. 


SEPTEMBER 


Desk lamps, office lighting fixtures, 


and visible index units. 


OCTOBER 


File cabinets and transfer files. 


NOVEMBER 


Executive desks and supply cabinets. 


DECEMBER 
To be announced at a later date. 
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Your photocopy machine is designed 
to serve wherever 
there’s paper work 


It will pay you to remember this... 
and to double-check the routines 
of all departments. 


Wherever you see reports or 
records of any type being 
transcribed, ask yourself: 
“Can this job be done more 
efficiently with our photocopy machine?” 


Remember . . . your contact photocopy machine is ready to give 
you a photographically accurate and complete record of anything 
typed, drawn, written, or printed. And, in 9 out of 10 cases, it will 
do this at a fraction of the cost of producing a 
copy by hand . . . and proofreading it. 


For the best photocopies use 
Kodagraph Contact Paper 


This low-cost paper is made by Kodak for use 
in all types of contact photocopy machines. It 
reproduces all documents in dense photo- 
graphic blacks, clean whites... 
with new sparkle and legibility. 
And it’s easier, more eco- 
nomical to use—no more 
split-second timing or trial- 
and-error testing. Order it 
... and see for yourself. 


[Xodagraph Contac? Raper 


“THE BIG NEW PLUS” IN THE OFFICE COPY FIELD 


Mail coupon EASTMAN KODAK COMPANY 
for Industrial Photographic Division 
free booklet Rochester 4, N. Y. 72 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”. . . your new, free booklet giving full details on Kodagraph Contact Paper, 


Name i ; el 
Department ir 
Company Fd 
Street 
City “Ko al 

nalts TRADE-MARK 
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FRAGILE LEADS - 
that break up in the wood ? | i 
: 


Ie 

(a. 

SCRATCHY LEADS 
that tear the paper? 


€OLOR-TEX 4 


)— Canbe-& nek L 


=€ = 


Ss 
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CRUMBLY LEADS 
that can't keep a point? 


Here's a real cure, 
the best way to be sure- 


GENERALS 


Carbo-Weld PENCILS 


EXTRA-STRONG, EXTRA-SMOOTH 
SEMI-HEX 
Office Pencil. 5 degrees: No. !-2-2!/2-3-4 
COLOR-TEX 
Thin Lead Colored Pencils (Wet Proof. 30 brilliant colors. 
Packaged in sets of 12 and 24 assorted colors. 
ORDER THEM FROM YOUR DEALER 


Makire off Cie Fawele siecie (FFG 


GENERAL PENCIL COMPANY 


67-73 FLEET STREET, JERSEY CITY 6, N. J, 


(From page 58) 


for the exceptional case, the standard is made work- 
able. 

You will note that the standards are stated in great 
detail; since one of the purposes of standards is to 
eliminate bickering over who gets what, the detail is 
necessary. 


I feel quite strongly about the adequacy of the 50” 
single-pedestal desk. It saves costly floor space (the 
size of your open area desk is, of course, related to the 
amount of space given to categories 4 and 5). Layout 
is facilitated if all desks are of one size. The principal 
argument against the 50” desk is its lack of adequate 
drawer space. It is my opinion, based on experience, 
that the drawer space in a 50” desk is adequate, if 
efficiently used. In a large company, of course, there 
may be a few exceptions. When a person requires an 
apparently excessive amount of drawer space, you 
should consider the advisability of buying him special 
equipment rather than a conventional desk. 

If your standards are thorough, complete, and well- 
considered, the need for authorizing exceptions will 
be rare. Consequently, | recommend that exceptions 
be authorized only on the approval of some top ex- 
ecutive. This will assure that only meritorious cases 
are submitted and will “give teeth’ to your rules. If 
exceptions are authorized promiscuously, you should 
stop kidding yourself by calling your rules standards. 


The cost of establishing standards is low in com- 
parison to the savings they make possible. 


Factory—Office 
(From page 21) 


second grade, automatically steps into a first-grade va- 
cancy. The same company, however, cannot be 
counted on to promote the chief accountant to con- 
troller—or to groom today’s stenographers to be ex- 
ecutives’ secretaries tomorrow. Management’s tendency 
sometimes is to bring in outsiders to fill top white- 
collar jobs. Office people are becoming more aware of 
this, and those who daily see the seniority rule work- 
ing wonder why there is one rule for them, but an- 
other for the production staff. 


While there are many factories where the rank-and- 
file believe that office people are favored above them- 
selves in practically every respect, the opposite also 
holds true in cases like those cited above. To quote an 
accountant interviewed in a recent Fisher & Rudge 
survey, “I feel today that the relationship between the 
management and the plant is a lot stronger than the 
bond between management and the office. The top 
executives see the factory as a whole, but they look on 
us department by department.” 

Office employees blame excessive departmentaliza- 
tion (which shows up strikingly when compared with 
the fewer, much larger, departments in the average 
factory) for other conditions which trouble them. One 
of these is grievance procedure; another is the relative 
lack of communication between management and the 
office, as compared with that between management 
and the shop. (To page 61) 
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“Factory people know about new developments long 
before we get the news in the office,” a billing machine 
operator confided. “That isn’t the way it used to be, 
when we had the office downtown. At least, we thought 
we had an inside on all exciting information. But 
here the factory ‘grapevine’ carries all the news before 
we even catch a glimmer. The best-informed girls are 
those who type and proofread the bulletins for posting 
in the plant—even they admit they’re way behind the 
workers in the factory. 


“The management is always issuing statements or 
explanations to the hourly employees, especially lead- 
ing up to contract negotiations with the union. But 
we're either supposed to know it all without being 
told—or else maybe we don’t count as people with the 
firm. More and more, we get that ‘second fiddle’ feel- 
ing: it makes your morale go way down, and it also 
makes trivial problems look many times worse.” 


THE SORE-THUMB LOOK 


The absence or shortcomings of the method for 
handling office grievances take on a sore-thumb look, 
compared with the smooth functioning of the formal 
grievance procedure in the shop. The myth that em- 
ployees “are always free to take their complaints direct 
to the boss” has long since disappeared from most 
plants—but many offices still pay lip service to the 
idea, although not all white-collar employees dare 
avail themselves of their right to knock on the boss’s 
door. 

Office grievances tend to be worse than those in the 
plant because management trains factory foremen and 


higher plant executives in human relations—but not 
their office manager, controller, credit manager, and 
other white-collar department heads. 

While it may sound like a tremendous triviality, 
parking seems to bother more office employees in the 
factory setting than many other difficulties. Due to 
changing shifts, production employees frequently 
clock-in a half-hour or so ahead of the office staff. Na- 
turally, they take the lion’s share of the parking lot, 
and the office employees who arrive awhile later have 
to look for space along the curb. 

Some resentment naturally is aimed at the “monop- 
olizers,” although cooler heads admit that they would 
do the same thing if they had the opportunity. “The 
least they could do,” said one file clerk—and by “they” 
she meant the management, “is to fence off part of the 
parking lot for the office, just as they do for visitors 
and VIP’s.” On second thought, the same girl realized 
that this would only compound the problem, since it 
would force the production people to park outside. 
The only sure solution, obviously, is to expand the 
parking facilities to handle all employees’ cars. 

The more one deals with the present-day office-fac- 
tory relationship, the more one understands that the 
particular grievance or resentment is unimportant, 
save as a symbol or focal point. The main thing wrong 
—the seat of all the difficulty—is the “hurt” feeling so 
many white-collar people harbor. They feel the way 
they do because their old-time superiority over the 
men and women who wear overalls has disappeared. 
The solution cannot be to restore the old inbalance: 

(To page 62) 


electric 
Carbon Paper 


“at 


The Combination ag @ per- 
fect sheet of Carbon for this 
extra hard use. The percent- 
age of saving is surprising. 
Send for samples. No obliga- 
tion whatever. 


Kee Lox Manufacturing Co. 
Rochester 1, N. Y., U. S. A. 


Branches in Most Cities 
a 


A Few Districts in Foreign Countries Still Open 
for Exclusive Distribution. 


KEE-LECTRIC 


A NEW CARBON PAPER 
Astonishing Wear with ELECTRIC MACHINES 


Again we help the Public save on Supplies. 
first to meet a positive Necessity in our Industry. Regular 
Carbons have been wasteful when used on Electromatics or 
machines with a sharp electric snap stroke. 


The NEW Kee Lectric Carbon is built up with Tissue Spe- 
cially made for the above machines then coated with a New 
Scientific coating for wear and cleanliness. 


KEE |x, 


Kee Lox is 


Kee Lox Mfg. Co. OME. ! 
Rochester 1, N. Y., U. S. A. | 
| Yes, Please send Free Samples. No obligation. | 
J Size used: ....... cece cece cece ec eeeeennneteeeenseeensees 1 
| PUNE. Shan bahe SA wie ANS NSE ery ee ee een enae ts hee @ee ene : 
| Address: 2.0.0... 2c cece eee ee eee tere ener e teen eeeeeeeees | 


| Signed: 
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the only conceivable remedy is to strike a new balance 
by correcting valid grievances and by giving office em- 
ployees a higher sense of participation in departmental 
and company affairs. 

By and large, the worst cases of this sort which we 
have dealt with professionally concern companies 
which practically over-night decided to move their of- 
fices to their plant locations, and then announced it 
in a “take-it-or-leave-it” way. The result was that some 
did leave, while others made the change resentfully. 
No efforts were made to sell the employees on moving, 
and this attitude of management rankled with the 
persons affected, and colored many of their reactions 
to problems growing out of the change. 

Contrast this precipitate action and the resulting 
tensions with the wiser action of another firm which 
recently found it necessary to move some 200 of its 
white-collar employees to new office quarters in the 
plant, which was located in a different city. This firm 
conducted an intensive communications drive to pro- 
mote the new location. At the same time, realizing 
that people who say “I want to go!” have made up 
their minds to stick with the company regardless, the 
management capitalized on the impending situation 
to find out exactly how it stood with the employees. 

This is a logical step to take at such a time. The 
impending removal brings all kinds of problems to a 
head. Employees review not only their on-the-job re- 
lations and job attitudes, their social life and ties in 
the community, but they also have to reach the basic 
decision as to whether it is best for each as an indi- 
vidual to “go along” with the company. No other time 


in an employee’s life can quite equal such an occasion 
for a valid, searching job attitude survey. 

Some companies, dreading such an issue, wait until 
the last possible moment to announce a change of this 
magnitude. This particular company revealed its deci- 
sion a full year in advance. Complete details about the 
new location—including schools, churches, housing fa- 
cilities, retail stores, taxes, health, clubs and fraterni- 
ties, recreation, newspapers, railroad time-tables, road 
maps, and so forth—were compiled in ring binders 
and furnished to each employee. Included in each 
binder was a questionnaire covering such points as: 

Family status and number and age of children. 

Present address, including travel time to work. 

Whether present or prospective car owner. 

Whether home owner or tenant, and type of accom- 
modations, including lease arrangements. 

Amount of furniture to be moved. 

Kind of housing preferred at new locations. 

Reasons against moving. 

Every employee was also asked, “Do you wish to be 
interviewed, to discuss your plans in detail?” As a re- 
sult, employees and their wives, or husbands, arranged 
in large numbers for private talks with the interview- 
ers. The information and attitudes brought out saved 
the company thousands of dollars in terms of workers 
retained, by revealing the need for policy changes and 
methods of handling employees. Executives of this 
company estimate that every replacement that would 
otherwise be needed would cost it from $500 to $4,000, 
depending on the nature of the job, the training time 
involved, and other factors. 


Sengbusch Announces 
LE Desk Fountain Pen Sets 


Designed for effortless 


writing—and moderately priced 


For more than 48 years, Sengbusch oneny have been famous 
for writing ease and efficiency. An 

contribution—beautifully styled desk fountain pen sets with 
compact, weighted base made from lustrous plastic. Moreover, 
the flat front panel of this base adapts itself to good-will and 
friendship imprinting. 

Writing is a pleasure, too. Every set is equipped with the 
remarkable Tredin screw-in feed and point—15 different styles 
are available so that you can select the Tredin point you like. 

These new sets are moderately priced. Model DE-100 with 
iridium-tipped, gold-plated point sells for only $3.15—Model 
DE-500 with chain and iridium-tipped, gold-plated point $3.40. 
If stainless-steel point is selected deduct 40c. 

Standardize on these new desk fountain pen sets with their 
practical writing features. Save time and bother. Order from 
your stationer. Write for circular. 


Cheoote the Teedin Point for Your Requitement 


here’s Sengbusch’s latest 


TEE ACEP 


SELF-CLOSING INKSTAND .CO., 171 senpbesch sido, mitwovkee 2, Wi <.] 
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The results in this instance were so successful that, 
upon a building becoming available earlier than had 
been expected, a number of the employees were shift- 
ing to the new location nine months ahead of sched- 
ule! If all corporations, facing similar issues, would 
consider the human angle, management would have 
fewer headaches when “moving day” is over! 


Air Diffusion in the Office 


PICTURED HERE, in two of its applications, is an air 
circulating device—the Dual-Fan—which avoids drafts 
by thorough diffusion of outdoor air before it can settle 
to the level of room occupants. 

Fresh air, usually heavier than room air, naturally drops 
to the floor, particularly when admitted at window-sill 
height, and the more so in winter when temperature dif- 
ference is greatest. Result: strong drafts along the floor 
or closed windows and stuffy rooms. 

To prevent discomfort to employees, either from drafts 
or bad atmosphere, this device utilizes a double fan, having 
separate sets of blades, above and below a solid disk, ro- 
tated in the horizontal plane. Fresh air is drawn in and 
discharged with a flat trajectory by the upper blades while 
the lower blades move a blanket of room air in the same 
direction, underneath. This method puts to useful work 
heat which otherwise stratifies at the ceiling. It also 
assures thorough diffusion and wide distribution of fresh 
air, without drafts. 

For spaces remote from windows, fresh air is drawn 
through ducts to strategic points where the fan units are 
located. These ducts are of minimum size since only fresh, 
untempered air is handled through them and its volume 
is based on the number of people served rather than an 
arbitrary number of room air changes per hour. 

One model, a window-top ventilator, has a reversible, 
imner fan-housing. By means of a window-pole this inner 


housing can be turned 180 degrees from the supply set- 
ting, so that both sets of ten blades draw from the upper 
strata of the room and exhaust to the outside. 

Another model, built for exhaust only, takes a window 
panel less than half the depth required by one types of 
exhaust fans, thus > more daylight. ° ' 


— ee 
ee cat _ 


Two applications of the Dual-Fan 


All models are equipped with variable-speed motors to 
cope with outside weather conditions and control the air 
quantity to suit room size, number of occupants, etc. 

The inventor, E. R. Trexell, Jr.. 4 Hathaway Road, 
Bronxville, N. Y., acting as contracting engineer, has 
built and installed several hundred of these devices, mainly 
in offices and workrooms in New York City. 


Weary, dog-eared folder tabs are difficult to read — 
uic iy become a nuisance to office personnel. 


ennison new Reinforced Tab Labels........ over the old foider tab. 


Here’s why you should use Dennison Reinforced File Folder 
Tab Labels: 

@ Make worn folders as good as new. 

@ Reinforce new folder tabs while labeling, 

@ Form a triple strength tab for long wear. 

@ Ready to use in easy-to-type strips. 

@ 8 colors for easy subject classification. 

@ Fit all 14 cut folders. 

@ No ridges to catch on papers. 
Order a supply of Dennison Reinforced File Folder Tab 


Labels from your stationer today. 


For free samples, write Dennison, 
Dept. OM, Framingham, Mass. 


offer a quick and simple remedy—just slip a strip in- 
to a typewriter. pe the headings... and stick them 


IF ay as —_ as ordinary es it —e worn 
olders as g as new — gives -last riple 
strength to new folders, ws 


NEW! Reinforced File Folder Tab Labels 
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EXCEPTIONALLY FAST DELIVERIES 


iy» 


We deliver | 
1-TIME CARBON 
FORMS promptly— 
while others may 
ask you to wait! 


7 —=—S 
7, PULL 
Y OUT 


‘o— 


SS NZ 


Over 30 years 
of know-how—com- 
plete modern plant— 
extensive stocks—' 
competitive prices. 


Get Hygrade 
forms “Yesterday”! 
Call us now and let 
us prove it. 


Vy Wp 
MANIFOLD BOOKS 7 


EVERY TYPE OF 
PRINTING FOR 
OFFICE AND FACTORY: 
1-TIME CARBON FORMS 
COMMERCIAL FORMS 
MANIFOLD BOOKS 
BOOKKEEPING 
MACHINE FORMS 
PAPER 


STATEMENT 


4, 
Z PAYROLL & 7 
Z VOUCHER CHECKS? ENVELOPES 


Grpprtthttstatetsetssttsstle 
We not only SELL... but SERVE 01 well / 


121 VARICK STREET, NEW 


& 


YORK 13, N. ¥. 
Algonquin 5-4530-1-2-3-4 
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COMING EVENTS 


American Association of Hospital Accountants 
July 15th-20th 
94th Annual Institute on Hospital Accounting 
Indiana University, Indiana 


Life Office Management Assn...September 24th-26th 
Annual Conference 
Edgewater Beach Hotel, Chicago 


American Institute of Accountants. .October 7th-11th 
64th Annual Meeting 
Chalfonte-Haddon Hall, Atlantic City, N. J. 


’ Systems & Procedures Association of America 
International Systems Meeting 
October 10th-12th, Sheraton Hotel, Chicago. 


National Institute of Governmental Purchasing 
October 21st-24th 
6th Annual Conference & Products Exhibit 
Shoreham Hotel, Washington, D. C. 


1951 National Business Show ....October 22nd-27th 
Sponsored by Office Executives Association of 
New York 
Grand Central Palace, New York 


National Business Teachers Association 
December 28th-30th 
1951 National Convention 
Palmer House, Chicago 


wean 


OFFICE MANAGEMENT AND EQUIPMENT 


PEOPLE IN THE NEWS 


Alvin E. Dodd, Management Expert, Dies 


Alvin Earl Dodd, honorary president of the American 
Management Association, and a leading authority on scien- 
tific methods in business and industry, died June 2nd in 
New York. He was sixty-eight. During his 12-year tenure 
as president of the AMA, membership grew from 1,600 to 
more than 11,000. More than 13,000 are members today. 

Mr. Dodd spent twelve years in educational work follow- 
ing graduation from the Armour Institute of Technology in 
1905. While director of the National Society for Promotion 
of Industrial Education, he worked intimately with Presi- 
dent Woodrow Wilson and Samuel Gompers, and was 
largely responsible for the passage of the Smith-Hughes 
Act which marked the inauguration of public vocational 
education with federal sponsorship and financing. 

Later, Mr. Dodd headed several other important associa- 
tions, lectured here and abroad, and in 1949 became man- 
ageing director of the U. S. International Chamber of 
Commerce. 

In 1947, he was the recipient of the Henry Laurence 
Gantt Memorial Medal, awarded annually “for distin- 
guished achievement in industrial management as a service 
to the community.” 

Mr. Dodd is survived by his wife, a daughter, Mrs. David 
Robertson, and a brother, Earl. 


William H. Reininga has been named office manager at 


| United Air Lines’ executive headquarters in Chicago, it is 


announced by S. P. Martin, secretary of the corporation. 


Mr. Reininga, a work analyst at the Chicago office since 
1945, joined the airline in 1940. 


Harry L. Rudnick, New York sales manager, portable 
division, recently marked his thirtieth year with the Royal 
Typewriter Co., 2 Park Ave., New York. He joined the 
company as a salesman in 1921 and has supervised the 
activities of the New York portable division since 1935. 


July, 1951 


; fi eh meee rihanna cea eae ee —_ 
fi Lo hrr—=ONON a 

a ' 4 ao Sp SE —_ 
— Mp ol 
| oe on Sem em : 
me sn A 

es | OY Yy 

; 4‘ . LAU IY 
. A E \ | STYLE : 
e . A Dar Lp; . 
ia A=TToTEN pa 

aie ee 

ig a B \ 

mm 

im Vr 
he a sé. 
<a 2 Heocer eanns/ 

sve x Y ; i I —— $$$} 

ee | 
 —_—s ——— Se ee ee 
lg AW, f GRAD ‘< ——————— ee 

7 " ; ie ; a pe 


PEOPLE IN THE NEWS 


Allan Hoover of Pasadena, Calif., and president-elect 
Deane W. Malott of Cornell University, have been elected 
directors of Pitney-Bowes, Inc., Stamford, Conn. The 
elections increase the postage meter company’s board to 
nine. 

Mr. Hoover, son of former President Herbert Hoover, is 
a director of the Combined Metals Co., Salt Lake City, and 


Deane W. Malott 


Allan Hoover 


a director of the Hoover Institute and War Library of 
Stanford University, Calif. 

Dr. Malott, chancellor of the University of Kansas from 
1939 until his recent election as Cornell’s new president, is 
also a director of General Mills, Inc., and a member of the 
Business Advisory Council to the Secretary of Commerce. 

The appointments were announced recently by Walter 
H. Wheeler, Jr., president of Pitney-Bowes. 


Burroughs Adding Machine Co., Detroit, announces the 
respective appointments of Allen A. Meyer and Carter 
Whitt as managers of the Brooklyn, N. Y., and Corpus 


Christi, Texas, branch offices. Willis E. Morgan, general 
sales manager, made the announcement, recently. 

Mr. Meyer has been with the Burroughs organization 
since 1919. Prior to his new assignment, he had been zone 
sales manager for the Chicago office. 

Mr. Whitt came to the company in 1934. In 1950 he was 
regional sales promotion representative for Burroughs in 
Dallas, Tex. 


Fisher & Rudge, New York management consulting firm, 
in order to meet increasing demands for its services, has 
recently established separate divisions to handle wage and 
salary administrations, labor relations and research, re- 
spectively, and senior staff members of the organization 


Stanley Peterfreund 


Samuel Fisher, Jr. 


have been promoted to their charge. Samuel M. Fisher, Jr., 
has been named manager of the wage and salary division; 
P. Paul Goggi has been appointed to manage the labor 
relations division, and Stanley Peterfreund, manager of the 
research division. 


30,000 


25,000 


impartial Laboratory Tests* Prove 


Apsco gives you 2', 
times as many points! 


Exhaustive tests by independent laboratories* prove that 
Apsco pencil sharpeners are your best buy. And here’s why: 
* Apsco sharpens 2/4 times as many points! 

« Apsco sharpens more points per pencil! 

¢ Apsco sharpens a perfect point every time! 

* Apsco saves up to 70% of cutter replacement costs! 


Apsco gives you all these plus advantages at no extra cost! 


*United States Testing Co., Test Nos. 89388 and E-756; 
** Pittsburgh Testing Lab y, File No. 32999.1 
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Compare the points !** s 
Unretouched photographs** show 
Apsco’s amazing sharpening superi- 
ority. Compare the points and see for 
yourself why it pays to buy Apsco. 


/ 


9,000th point 


New APSCO vacuum clamp 
Now you can mount your sharpener 
on metal files and cabinets without 
screws or marring. Holds any APsco 
sharpener securely in any position. 


Buy on performance 
Your pencil sharpener dollars buy 
MORE when you specify APsco. 
There’s an Apsco sharpener for every 
need of office, home or school. See 
your Apsco dealer, or write for liter- 
ature describing Apsco line. 


(7 COSTS LESS... 70 BllY THE BEST! 
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AUTOMATIC PENCIL SHARPENER CO. F t 
336 NO. FOOTHILL ROAD, BEVERLY HILLS, CALIFORNIA 
(Offices also in Rockford, IIl., and Toronto, Canada) 

Please send literature and name of nearest Apsco dealer. 


Nome. Title. 
c il 7 

Address Zone 
City State. 
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VANGUARD steei 


STORAGE FILES are available 


will serve 
as an 
active file. 


OUT- 
STANDING 
FEATURES 


1. Brass finish cardholder and handle. 
2. Four rollers for ease of operation. 
3. Index guide rod with brass knob. 

i 4. Positive and simple stacking provisions. 

5. Self-locking follower available. 


Available in both a beautiful Hammerloid 
Gray or Office Green oven baked finish. 


. LETTER AND LEGAL SIZES 


VANGUARD 


ENGINEERING & MANUFACTURING CO. 
53 WEST JACKSON BLVD., CHICAGO, ILL. 


A Sturdy Recessed 
with Toe 
Clearance at Front 


COLONIAL CARBON ROMPAVY 


Manufacturers of Fincr Duplicating Materials 


5150 Church St., Skokic, Ill. * Tclephonc Skokic 4258 
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PEOPLE IN THE NEWS 


The appointment of John J. Bricker to the newly estab- 
lished post of director of purchasing has been announced 
by International Business Machines Corp., New York. In 
this position, Mr. Bricker will have charge of all the com: 


John T. Bricker 


pany’s purchasing activities in the United States. Nys 
offices will be in the New York headquarters. 

A graduate of Western Reserve University, Mr. Bricker 
joined the company in 1935 as an assistant sales repre- 
sentative in Cleveland. He subsequently served in Colum- 
bus, O., Los Angeles, and Newark, N. J. 


The recent election of Francis L. Haskell as director is 
announced by the board of the SoundScriber Corp., New 
Haven, Conn., according to Walter J. Niles, president. 

Long a prominent figure in office management circles, 
Mr. Haskell is office manager and chief accountant of the 
Wallace Barnes Co. division of Associated Spring Corp. 
He has recently been elected vice-president of the National 
Office Management Association. 

Mr. Haskell has written many technical articles on vari- 
ous phases of office management. He is a past- president of 
the Hartford, Conn., chapter of the National Association 
of Cost Accountants. 


Drury W. Cooper, director and member of the executive 
and finance committee of International Business Machines 
Corp., New York, recently received a certificate in recog- 
nition and appreciation of his fifty years of continuous 
service with the company. The presentation on behalf of 
the board was made by Thomas J. Watson, who paid 
tribute to Mr. Cooper for his long and productive service. 

Mr. Cooper, a partner in a law firm, is also a director 
of the Republic Steel Co. 


Ampex Electric Corp., San Carlos, Calif., announces the 
recent election of T. Kevin Mallen as chairman of the 
board of directors. Since joining the company, producers 


T. Kevin Mallen 


of magnetic tape recorders, early in 1949, Mr. Mallen has 
served as general manager. 

A native of Ireland, Mr. Mallen was for many years 
connected with International Business Machines Corp. as 
general manager of its Far Eastern operations. During 
World War II he served as Chief of the S. E. Asia Branch 
for G-2 General Staff, Washington, D. C. 
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PEOPLE IN THE NEWS 


Herbert H. Goodman, branch manager of the Washing- 
ton, D. C., office of Remington Rand Inc., New York, has 
recently been appointed a vice-president of the company, 
it is announced. Mr. Goodman, who started with the 
company thirty-two years ago in North Tonawanda, N. Y., 
will continue to make his headquarters in Washington. 

The new officer went to work for James H. Rand, Sr., 
father of James H. Rand, now president and board chair- 
man of the company, at the age of fifteen, and has-re- 
mained with Rem-Rand without interruption since 1919. 


ASSOCIATION NEWS 


The National Association of Cost Accountants elected 
Herman A. Papenfoth president of the association for 1951- 
52, at the annual meeting of the organization in Chicago, 
recently. Mr. Papenfoth is secretary-treasurer of the 
Trumbull Electric Mfg. Co., Plainville, Conn. 

Elected as vice-presidents were Lyle C. Bollinger, Ideal 
Roller & Mfg. Co., Chicago; Arthur C. Chubbuck, Patter- 
son, Teele & Dennis, Boston; Robert E. Derby, Monarch 


Herman A. Papenfoth 


Marking System Co., Los Angeles; Francis H. Hall, Farrel- 
Birmingham Co., Ansonia, Conn.; George E. Hallett, Tung- 
Sol Lamp Works, Newark, N. J.; John B. Inglis, Price 
Waterhouse & Co., New York. 

Also William E. Jackman, Eastman Kodak Co., Roches- 
ter, N. Y.; and I. Wayne Keller, Armstrong Cork Co., 
Lancaster, Pa. Philip J. Warner, Ronald Press Co., New 
York, was re-elected treasurer. A slate of twenty-five di- 
rectors was also elected by the association members. 


R. E. Shull, Cresap, McCormick & Paget, New York 
management consultants, has been awarded a certificate of 
service by the American Standards Association in recog- 
nition of his work in the development of American stand- 
ards, it is announced. 

Mr. Shull is a member of the association’s standards 
council, representing the National Office Management Asso- 
ciation. The award was made at ASA headquarters in 
New York. 


The American Management Association has recently 
announced the election of James D. Wise, president, Bige- 
low-Sanford Carpet Co., New York, to the newly-created 
post of vice-president of the general management division. 
Mr. Wise now heads the newest of the association’s eight 
divisions, the others being personnel, production, office 
management, finance, marketing, insurance, and packaging. 

In addition to Mr. Wise, the AMA announces the elec- 
tions of four other vice-presidents and ten new directors 
for the 1951-52 term. 

Those re-elected include John M. Hancock, chairman 
of the board; Lawrence A. Appley, president; and James O. 
Rice, secretary. 
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ULCAN 


MEMO © 
Handling Problems 


when you use 


Waste handling costs shrink with 
new, improved Vul-Cot waste 
baskets. 


@ Last longer, are practically in- 
destructible 

@ Cut maintenance and replacement 
costs 

@ Stand hardest wear, rims do not 
break 

@ Colors do not chip off—they are 
part of the fibre itself 

@ Unlike waste baskets made of wood, 
will not splinter, aren’t heavy 

@ Unlike waste baskets made of metal, 
will not dent, rust or corrode 

@ Are lightweight, easy to handle 
and clean 

@ Provide luxury at an economy 
price. Slight additional first cost 
saved many times over due to long 
life and lasting good looks 

@ Are guaranteed for five years 


@ Are perfect for schools, offices, 
institutions 


You’re assured many years of service 
—lower costs—with Vul-Cots. Write 
today for catalog price sheet: Dept. 
OM-7 
The Round Taper—most popular of all 
Vul-Cots for general office and school- 
room use. Takes little space, is neat 
and attractive. Two sizes, nos. 2 and 3. 


The Square Taper—a distinctive style, 
popular with executives and ideal for 
reception or board rooms. One size, 
no. 5 

The Round Straight—specially designed 
for washrooms, basements, ticker 
rooms, lobbies, shipping and mailing 
rooms. Two sizes, nos. 9 and 10. 
Colors— All sizes made in standard col- 
ors—maroon-brown and olive-green. 
Gray also available for use with gray 
office furniture. 


For sale by stationers and school supply 
houess everywhere. 
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Fulton MARKING DEVICES 


have the quality that 
builds repeat business 
Carry a full line of these deluxe items 


Prompt Shipment of 
Service and Fulton Daters 
and Numberers 
DeLuxe and Special Business Outfits 
Sign Making Kits 
Dri-Kwik Stamp Pads, Sizes No. 0, |, 2— 
in New Drawn Boxes 
Fulton Stamp Pads and Ink 
Special Rubber Stamp Inks 


Complete Line of Crown Self Inkers, 
Daters & Numberers 


Porous Price Marking Kits Now Available 


Write for Catalog 


ws 7 Marking 


Equipment c. 
Elizabeth 1, N. J. 


82 Fulton Street 


CONVOY: chen -Coardf” 
STORAGE FILES 


MAKE THE COST AMD WEIGHT 
OF STEEL UNNECESSARY 


Convoy Chem-board Storage 
Files weigh little over half as 
much as steel files . . . are priced 
in the corrugated paper board 
range—with serviceability in the 
steel range . . . take less than 
10% more space than steel files 
- +. can be stacked to the ceiling 
without supports . . . mate to- 
gether top-to-bottom and lock 
together side-to-side . . . have 
wax-like texture that makes 
drawers slide easily .. . are ship- 
540 pounds is only a part ped assembled for easy installa- 
ae elcid tak een tion without tools ... are water 
Sie Geanemien oS the resistant — moisture will not 
drawers! weaken them. 


(*) Chem-board is the product of Convoy’s exclusive chemical 
impregnation process that hardens the raw corrugated paper 
board and thoroughly binds the fibers. It is widely used to 
replace steel and wood industrial tote boxes. 


a 

yo 
STORAGE FILES 
CONVOY, INC. « P.O. Station B, Canton 6, Ohio 
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You'll like Convoy quality and 
economy. Write today for de- 
Scriptive folder and prices on 
14 standard sizes. 


ASSOCIATION NEWS 


A. L. Mettler, manager of systems and procedures divi- 
sion of the Electric Storage Battery Co., Philadelphia, has 
been elected president of the Systems & Procedures Asso- 
ciation of America, it was announced recently. J. G. Nagro, 


A. L. Mettler 


General Foods Corp., retiring national president, received 
a gold watch from the members in appreciation of his 
services. 

The association’s board of directors also elected to 
national offices John W. Haslett, Shell Oil Co., vice-presi- 
dent; James Thomson, U. S. Steel Co., treasurer; and John 
H. Penny, Baltimore & Ohio Railroad, secretary. 


The election of five new vice-presidents for the coming 
year was recently announced by the Office Executives 
Association of New York, through that organization’s pres- 
ident, Homer Harrison. With the announcement, Mr. Har- 
rison also highlighted the program for 1951-52 which will 
be devoted to advancing various studies in scientific office 
management and office personnel activities together with 
the continuation of business education and research. 

Those elected are Thomas J. White, Employer’s Mutual 
Liability Insurance Co., who will head the OEA’s educa- 
tion division; Miss Leta J. Stroben, Globe-Wernicke Co., 
who was elected to head public relations; Elles M. Derby, 
Metropolitan Life Insurance Co., who will be in charge of 
research and study; Earl G. Bunce, General Dyestuff Corp., 
vice-president in charge of programs and meetings; and 
A. T. Ruf, Ebasco Services, Inc., who will be in charge of 
membership. Robert Cameron, Socony Vacuum Oil Co., 
was elected executive vice-president to assist Mr. Harrison 
with the over-all program covering all of these divisions. 


E. Lester Phy has recently been elected president of the 
New York City chapter No. 1 of the Systems & Pro- 
cedures Association of America, succeeding J. W. Haslett 
of the Shell Oil Co. 

Other officers elected were Crawford North, Port of New 
York Authority, vice-president; F. W. Henrici, E. R. 


E. Lester Phy 


Squibb & Sons, secretary; Matt W. Boz, Shell Oil Co.., 
treasurer, and W. J. Monckton, U. S. Life Insurance Co., 
member-at-large. 

Mr. Phy is manager of the systems and procedures de- 
partment of the Continental Can Co. 
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ASSOCIATION NEWS 


The annual dinner party of the Records Management 
Association of New York, one which brought the season’s 
activities to a close, was held at the Hotel Governor Clin- 
ton, New York, June 11th. Elizabeth T. Leé, past-presi- 
dent, was toastmaster. 

Entertainment was provided by Charlotte Willuschat and 
Victor Halvorsen, who sang several popular duets. Miss 
Willuschat opened the program by leading the members 
and guests in the singing of our national anthem. 

Newly elected officers for the coming year were intro- 
duced by Miss Lee. They were Beatrice G. Roach, 1st 
vice-president; Violet Campbell, 2nd vice-president; Miss 
Willuschat, recording secretary; Mildred Aden, correspond- 
ing secretary, and Betty McMahon, treasurer. 

Directors elected for 1951-52 are Theresa M. Burke, 
Helen R. Golden, H. Rosamond Hartshorn, Alice Johnson, 
and Dorothy E. Knight. 

Ethel A. Carew, once again re-elected president of the 
association, spoke briefly, pointing out the highlights of the 
active year just concluded. Miss Carew lent particular em- 
phasis to the association’s course in basic filing training, 
one which had enrolled thirty-one people. Certificates for 
outstanding scores attained in the course were then pre- 
sented to Grace Lobelia and Marion Wood. 

In closing, Miss Carew thanked the members, officers, 
and all those who had contributed to the success of the 
RMA in the past year. 

The program closed with the drawing for door prizes. 


A new seven-point formula for public service by indus- 
trialists was urged recently by Ernest T. Weir, chairman 
of the National Steel Corp. in an address before the thirty- 
sixth annual international convention of the National Asso- 
ciation of Purchasing Agents in New York 

Through positive action in public affairs, any business- 
man “can become at least ten times as effective as the 
present average executive,” he said. In his seven-point 
program, Mr. Weir recommended that business leaders 
join organizations in their local communities, or to help 
organize such groups. He asked that executives be out- 
spoken on national issues, to help form public opinion, and 
to inform legislators of their likes and dislikes. 

The association elected Chester F. Ogden, Detroit Edi- 
son Co., president, and later in the program, gave its an- 
nual award, the J. Shipman gold medal, to Harold M. Cos- 
grove, executive secretary of the Purchasing Agents Asso- 
ciation of Tulsa, Okla. 


The Transcription Supervisors Association of New York 
held its final meeting of the year on June 11th with a dinner 
party at Whyte’s Restaurant in that city. Members heard 
the last in a series of lectures, this one entitled “How to 
Evaluate Your Own Supervisory Performance.” The 
speaker was Richard Johnson, director of training for the 
Port of New York Authority. Those members who had 
attended a required number of these lectures were presented 
with certificates. 

The annual election of officers for the next year was an- 
other highlight of this final meeting of 1951. The new 
officers are Rose C. Brown, president; Laura M. Walker, 
Ist vice-president; Elsie M. Kaiser, 2nd vice-president; 
Anna L. Bardes, recording secretary; Mary A. Berendes, 
corresponding secretary; and Thelma Landquist, treasurer. 


Minnesota Mining Grants Increases 

Cost of living increase of $20 per month went into effect 
recently for general office, technical, and engineering em- 
ployees of the Minnesota Mining and Manufacturing Co., 
St. Paul. 

The increase applies to more than 3,500 of the firm’s 10,500 
employees, and will be effective in all plants and offices of 
the company. 
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One of the 


Most Useful 
Items In all Records 
Your Office from 
— and Vouchers to 
Therefore Newspapers 
One of the 


MOST ECONOMICAL 


ACCOPRESS 
BINDERS 


Some firms use thousands of Accopress Binders 
every year—because there is no department 
where they are not useful. For temporary or 
permanent binding, for current files or long 
storage, for a few letters or 2,000 invoices, 
Accopress Binders keep all kinds of papers safe 
at minimum cost. 


See your Acco catalog for styles. 


ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


No USE 
LOOKING, 
OSCAR... YOU 
CAN'T SEF My 
PAYCHECK 
ROUGH THIS 


Eliminate Errors — Save Addressing 
No mix up of checks. Name written only once—on the check. 


INSURE PRIVACY. Paycheck “Outlook” Envelopes are 
made from exclusive blue opaque paper. Nothing is visible 
except name on checks. 


TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any size, with the “Outlook” feature of a size and 
position to register with only what you want to show on your 
checks. 


send heck you are now using and we will submit 
comple Papenouk “Outlook” ope and prices based 
on your estimated yearly requirements. 


GinTe TOOA 
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A Smead 
file is 
es. better... 


Because - - - Our business, for 44 years, 
has been built on knowing the filing 
requirements of your business. 


Because -- Our products are all “OFFICE 
TESTED” before being marketed. 
Because - - No manufacturer can possibly use 


better materials than consistently 
go into the Smead line. 


Consult your Stationer Get the facts! 


be Smead MANUFACTURING CO., INC. HASTINGS, MINNESOTA 


For ANY Size 
Mailing List 


MODEL 40 
$4.4.50 


(Fed. tax and Supplies 
extra) 


Reduce Costs and Save Time! 
No matter what size mailing list you have, there’s a 
MASTER ADDRESSER to fit your needs and your 
budget. With this system anyone in your office can 
address envelopes, cards, folders, catalogs—with speed 
and ease. Low cost, pre-spaced Master Tape easily 
prepared on a typewriter right in your own office. Three 
models to choose from—a type for any mailing list 
requirement. 


No Stencil @ No Plates © No Ribbons ® No Ink 
Write today for full facts. 


6500-M West Lake Street, Minneapolis 16, Minn. y 
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Pace College Gets Own Building 


Announcement has been made that Pace College, 225 
Broadway, New York, is acquiring a 16-story building at 
41 Park Row in that city. The building, which overlooks 
City Hall Park, was formerly the headquarters of the New 
York Times. The college will occupy the entire structure, 
which will be renovated and remodeled throughout, accord- 
ing to the announcement from Charles T. Bryan, chairman 
of the board of trustees of Pace. 

Mr. Bryan said “the choice of this building as the future 
home for Pace College is particularly fortunate. In moving 
to the new home just across City Hall Park, the college 
will continue to have the advantage of being in the world’s 
largest business and financial community, and at the hub 
of transportation for the Greater New York area.” 


Safety Paper Available 


Remington Rand, Inc., 315 Fourth Ave., New York, an- 
nounces a new line of safety paper which will quickly show 
evidence of tampering when ink eradicators are applied. 
The paper is 100 percent bleached chemical wood pulp and 
is made by “the only manufacturer of safety paper who 
controls every separate process beginning with the raw 
material.” 

Available in five colors, the paper has been stocked in 
quantities to allow a reasonable assurance of continued 
availability despite the paper shortage, the company says. 


Better Work from Duplicating Machines 


Office duplicating machines will now be able to reproduce 
printed material on paper stocks “they would not dare to 
try before, and with a quality approaching that of lithogra- 
phers and printers,” says the Michael Lith. Co., 145 West 
45th St., New York. 

A new device, called the Anti-Offset Jobmaster, sprays 
a fine dry powder which makes an invisible coating on every 
sheet that comes out of the Multilith or Davidson duplicat- 
ing machine. The powder keeps the sheets separate from 
each other to prevent offsetting, thus permitting the office 
machine to run coated and card stock, previously “too dif- 
ficult to handle successfully without this spray.” 

The Jobmaster has no moving parts, and also permits 
office machines to obtain a better ink coverage and to reduce 
the amount of paper spoiled, says Michael Lith Co. 


Remington Corp. Increases Sales 


An increase of 321% for 1949-1950 over the preceding 
year’s sales was made known recently by the Remington 
Corp., Auburn, N. Y., manufacturer of self-contained room 
air conditioners. The announcement was made at the open- 
ing session of a sales forum which was held recently in 
Auburn. An even sharper rise in the sales of the company’s 
standard % to 1% horsepower units is anticipated for the 
coming year, according to E. A. Bonneville, sales manager. 

The sales increase was cited by Mr. Bonneville as re- 
flecting a growing demand for individualized, decentralized 
units for offices, hotels, and even homes. Industrial and 
government orders also prominently figured in the increased 
sales. Remington, says Mr. Bonneville, is the only com- 
pany exclusively manufacturing self-contained, completely 
packaged “on-the-spot” air conditioners. 


Crusade for Cleanliness 


The continuous cotton towel has more come-hither to its 
workaday personality than one usually realizes, according to 
surveys made by the National Cotton Council. Pointingto 
this type of towel as “an important contributor to office and 
plant morale as well as personal cleanliness,” the survey 
shows that only three persons out of a hundred will wash 
their face unless there’s a cloth towel nearby. The more 
demanding get even tougher if such a towel is unavailable. 
One out of seventeen won’t wash at all and only five out 
of a hundred will wash their arms to the elbows! 

The continuous cotton towel will snare even the most re- 
luctant folks, the survey declares. If a towel is provided, 
98 out of 100 will wash their hands, and twenty-five will 
even go so far as to wash their faces! 
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How your dollars 


STRIKE BACK 


AT CANCER 


through 


EDUCATION 


that saves lives 


The American Cancer Society's 
program of Public Education 
stresses cancer’s danger signals, 
to bring people to their physi- 
cians in time; Professional 
Education brings latest facts to 
doctors, nurses, dentists. Your 
contribution to the Society also 
strikes back at cancer through 
Research and Service to the 
cancer patient. 


AMERICAN 
CANCER SOCIETY 
Mail your contribution to 


“CANCER” in care of 
your local post office 
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ONLY $99.50 


Why DUPLICOPY 
is better at less cost! 


Duplicates up to 300 copies from 

one master sheet... at a cost 

as low at Sc. Easy to operate. 
Prints up to 4 colors at one 
time, at no extra cost. 


No gelatins, inking or stencils. 
Prints clean, clear copies. 


IMP pgvel ‘ at WRITE: for demonstration, further 


details or send order. 


rentURE DPLICOPY 


J COMPANY, Dept. E 
224 W. Illinois St. Chicago 10, Il. 


..» Fhe one and only 
Artgum brand! It’s the 
best! Look for the name! 


THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 
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_SALESMEN 
1951 1890 


Different? —Yes— but 
exactly alike in their 
dependence upon 


BEACH'S 
“COMMON SENSE" 
EXPENSE BOOKS 


Q 


4 


Beach Publishing Co. 


7338 Woodward Ave. 
Detroit 2, Mich. 


to keep track of their 
traveling expenses. 


WITHOUT REMOVING FASTENER, SECTIONS 
OF SHEETS GO IN RING OR POST BINDER 


All brass Dixon Fasteners give sheets 
metal protection at the binder hole to 
stop tearing and wear. The thin, 
curved design holds quantities of 
sheets intact in or out of the binder. 
Packaged 24 to envelope, 12 envel-- 
opes to carton. Also 100 to box and 
12 boxes to the carton. 


SEE YOUR STATIONER 


Manufacturing Division 


DIXON RESEARCH, INC. 


ROCKFORD, ILLINOIS 


Are Your Guide Tabs 
BROKEN D? coe nem ot anc 


Unbreakable Substitute with 
Spring Jaws 
clamp them firm- 
ly to cards but 
permit removal or 

rearrangement. 

Large openings covered by transparent 

Pp yg blue, green, yellow, 
or re 


nsertable labels in perforated strips for typing. 
2 Sizes, 1 in. wide, and 2 in. Tops straight or bent back. 
Sold m4 leading stationers, U. S. and foreign, or sent post- 
paid to responsible firms on 30 days’ trial. Price list free. 
Samples (5 or less) 2 cents each. 
102,325 used by Sears, Roebuck & Co. 
CHAS. C. SMITH, Manufacturer, Box 810, EXETER, NEBR. 


CLASSIFIED ADVERTISING 


Rates are |5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Employment Service 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to ~— grade 
men, specializes in individualized personal service, in opening contacts 
negotiating for satisfactory salaried positions. Eugene L. * Williams. 
2220 W. Grace St.. Richmond. Va 
BUSINESS ADM.: For Profs. Advertising, Accounting, Mgt., Mktg. 
yor: etc. Master-Doctors Degrees. bo ieaie ” Salaries 
© $7,000. Cline Teacher’s Ageney. East Lansing. Mich. 
SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
new connection, communicate with the undersigned. We offer the 
original personal employment service (40 years recognized standing and 
reputation). The precedure of highest ethical standards, is individual- 
ized to your personal requirements and — cK ~-—| Je 
initiative on your part. Your ae is covered 
protected. rite for particulars. R. W. Bixby, = 392 iy Peide. 


For Sale Or To Buy 


FOR IMMEDIATE SALE: R H Model Pitney Bowes Mailing Machine 
—hand operated—slightly used. Anderson & Cairns, Inc., 488 Madison 
Ave., New York 22, N. Y. MUrray Hill 8-5800, Ext. 86 
WANTED—REMINGTON RAND Model 890-J, Dalton bookkeeping ma- 
chine dual posting. Must be in good condition. Write Susquehanna 
Waist Co., Uplan, Pa. 4 
IS BUSINESS BAD? Get Increased Sales by Advertising in OFrFrice 
MANAGEMENT AND EguipMENT. Don’t delay. Write today. OFFICE MAN- 
AGEMENT AND EQUIPMENT, 212 Fifth Ave., New York 10, N. Y 
MURRAY Hill 9-4411. a 
FOR SALE: One Used Photo Copying Machine, size 9 x 15; including 
trays and dryer. No reasonable offer refused. Ideal for quick copy work. 
BOX OM 98. 

WANTED—All makes calculators and adding machines. State make, 
model, serial number and adding capacity. International Office Appli- 
ances, Inc., 29-31 East 22d St., New York 10, . 


Services 


NEED ASSISTANCE in locating products? Be free to contact us with 
all and any problems. No charge. Write Service Dept., care of OFrrice 
MANAGEMENT AND EgutpMENT, 212 Fifth Ave., New York 10, N. Y. 


Manufacturer's Representative Wanted 


ROTARY FILE MANUFACTURER has several territories open for 
experienced office equipment manufacturer’s representative. Give states 
you are now covering, other lines handled, time spent in territory, and 
type of accounts regularly contacted. Write: Ferris Manufacturing Co., 
224 Great Meadows Road. Stratford, Conn. 

LOOKING FOR REPRESENTATION? Send us your requirements for 
Nationwide Coverage. Advertise the Classified Way. ‘i m. OrFice Man- 
AGEMENT AND EguipMENt, 212 Fifth Ave., New York, 


Position Wanted—Male cee 


NEED AN ADMINISTRATIVE ASSISTANT? Young. ambitious, 1 mar- 
ried veteran, B.A. degree from Syracuse University, 2 years of New 
York University Law School. Background experience in Personnel Ad- 
ministration and Labor Relations. Desires to locate in N. Y. C. or sur- 
rounding area. Write: OM 99. 
PUBLIC RELATIONS—plan and execute complete PR programs; pre- 
pare press releases, news stories, reports; edit house organ. Five years 
magazine editorial experience; highly specialized college training. Age 
28, married. draft exempt. References. OM-92. 
ASSISTANT SALES—Advertising Manager: Over 11 years experience 
administrative capacity handling technical correspondence, sales-production 
liason system supervision. Four years successful —_ promotion for 
manufacturer through dealer/distributor outlets. OM-87 


ROL-DEX FILES 
FOR SALE 


We wish to dispose of a number of 12 ft., 6 in. 
lateral type units for 5 x 8 cards. Two rows of 
trays per file, each row consists of four 22 in. 
trays. In excellent operating condition. Priced 
for immediate disposal. If interested, contact 


John J. Mortell, Allstate Insurance Company 
3245 West Arthington Street, Chicago 7, Illinois 
NEvada 2-3000 
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THE FEDCO LINE 
FIBRE TRUCKS 


Speedy Hand Transpor- 
tation in Factories, 
Warehouses, Mail 
Rooms, Stock Rooms. 


Construction 


Vulcanized Fibre 
Dried Hardwood 
Heavy Gauge Hardware 
Silent Rubber Wheels 


FEDCO 101E and val BOK 


Made to Your 
Specifications 


Designed for Handling, 
Sorting and Storing 
Parts and Materials. 


Combine Light Weight 
with Durability and 
Strength. 


Write For Full Information On Fedco Line 


Bainbridge, Kimpton & Haupt, Inc. 


218 Greenwich St. New York 8, N. Y. 


INFORMATION SERVICE 
FREE 
TO SUBSCRIBERS 


The Subscriber's Information Department will 
supply you with any information you require 
regarding the source of supply of any office equip- 


ment, systems, services or supplies. 


Write us whenever you are interested in learning 
the source of any particular office service, article 
of brand name and we will endeavor to promptly 


advise you where it can be located. 


OFFICE MANAGEMENT & EQUIPMENT 


The Magazine for Office Executives 
212 FIFTH AVENUE NEW YORK 10, N. Y. 
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LOCKERETTE 


—Combines the best 
features of both lock- 
ers and coat racks. 


Wraps are exposed to air 
and light. Employees do 
not face the weather in 
damp wraps that have 
been crumpeled in dark 
lockers—do not eat soggy 
lunches, soaked by wet 
hats or gloves. Each 
person has his own 
spaced coat hanger venti- 
lated hat shelf and 12” 
x 12” x 15” deep lock 
box for lunches, tools 
and personal effects. 


More saleable because they keep Lockerettes save space 
wraps “in press.’ too . . . the No. 6-12 
(2-column) accommo- 


Improves health and morale—lower 


absenteeism. dates 12 people in 6 feet; 


the No. _ es 
accomm ates in 
Write for Bulletin OL-4 feet. 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 


Alliance is the leader in 
the band business .. . the 
world’s largest maker of 
rubber bands exclusively. 
Naturally then, lowest 
prices, highest count and 
quality per pound. Crepe, 
grey or brilliant colors in 
bulk or the handiest 
dispensing packages 

yet invented. 


WRITE FOR 
SAMPLES, 
PRICES 


ALLIANCE, OHIO 


ALLIANCE 
RUBBER CO. 


SLIDELL, LOUISIANA 
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How floors stay like new in 
new John Hancock home office 


Every movable piece of furniture is Bassick-equipped 
to protect floors and save on maintenance. 

To do the trick, John Hancock Mutual Life Insurance 
Co. had installed 5811 sets of Bassick “Diamond-Arrow” 
Casters and 617 sets of Bassick Rubber-Cushion Glides. 

Guard your floors the same sure way used in this tallest, 
most modern of Boston buildings. By making things as 
portable and noiseless as possible with Bassick products, 
you'll also make your office a pleasanter place to work. 

Sold at leading office supply stores. THE BASSICK COM- 
PANY, Bridgeport 2, Conn. Division of Stewart-Warner 
Corp. In Canada: Bassick Division, Stewart-Warner-Ale- 
mite Corp., Ltd., Belleville, Ont. 


Bassick*‘ Diamond-Arrow”’ 
Casters No. 9696. Smooth- 
rolling, easy-swiveling, ball- 
bearing. 2 in. soft rubber- 
tread wheel. For office 
chairs, business machines, 
etc. 


Bassick Rubber-Cushion 
Glides. Broad, flat, polished, 
hardened -steel base makes 
furniture slide easy. Inex- 
pensive. Easy to attach. 
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